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Welcome to MyChart 
MyChart gives you online access to your medical record.  With MyChart, you have an opportunity to 

participate in your health care and communicate with your providers.  

From MyChart, you can: 

 Review summaries of your previous appointments, including issues addressed during each visit, your 

vital signs, and tests ordered.  You can also see your office visit notes done by the provider. 

 View your medications, including dosage information and instructions and request a refill. 

 View new lab results, as well as trends over time. For example, view results for your past cholesterol 

tests on a graph to see if you are close to meeting your target number. 

 Access your family members' medical records. For example, you can view your child's growth charts, 

immunization history and upcoming appointments. 

 View billing information and review statements.  You can also even pay your bill through MyChart. 

This guide provides an overview of many of MyChart's features and how to use them.  

 

 

 

 

SAMPLE
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Requirements 

On your computer 

You can use your favorite browser, such as Google Chrome, Mozilla Firefox, or Microsoft Edge to locate our 

MyChart website and log in to your account.  (NOTE:  As of 5/23/21, MyChart is no longer supported or 

available to use in Internet Explorer (IE). If you try to log in to MyChart using Internet Explorer, you will 

receive a message asking you to update to another supported browser.  See example below.) 

 

On your mobile device 

MyChart has a mobile app that can be downloaded to your Apple or Android smartphone. If you have a 

MyChart account and a smartphone, we encourage you to go to your app store and download MyChart 

Mobile. The app is free and once downloaded, you will have access to the same MyChart features that you 

find in the full web version of MyChart.  

To make sure the MyChart mobile app works with all MyChart features, you need to use MyChart mobile 

version 6.0.  To update the MyChart app to version 6.0, you must also have Android 5.0 or higher or iOS 10 

or higher installed on your mobile device. 

Throughout this document, you will find navigational steps and screenshots showing you how to complete 

tasks using the MyChart web version. The same tasks are also available in the mobile version of MyChart, but 

because of size, the screens will differ slightly. 

 

 

 

 



 

MyChart® is a registered trademark of Epic Systems Corporation.             7 
 

MyChart Home Page 
After successfully logging in to MyChart, you will see the MyChart Home page. The diagram below is labeled 

to help guide you to MyChart features. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Like other websites, there are multiple ways to find what you are looking for. You may find a feature right 

here on the Home page, but if not, we encourage you to click the MENU button and use the simple search 

box to quickly find what you are looking for. 
 

Health Feed 

On the MyChart Home Page, just below the Welcome you will find a Health Feed section. The content of 

this Health Feed section is updated regularly and will contain actionable items that can be used to help you 

focus on important information and activities. If there is an action associated with the item, you can click on the 

green colored button to quickly take you to that activity.  For example, in the Health Feed below you could click 

the View Details button or the eCheck-In button and go directly to those activities. 

Health Feed – 
shows the most 

important alerts 

and information 

for your health 

care. You can 

take action 

directly from the 

Health Feed by 

clicking on the 

buttons. If you 

have access to 

another family 

member’s record, 

you will also see 

their Health 

Feeds. They are 

colored coded by 

person and easy 

to locate. 

Explore More – for an 

overview and guided walk-

through of specific features 

and MyChart topics, use 

the Explore More cards. 

 

Shortcuts – use to quickly access popular features. 
Switch accounts – click 

the arrow to select another 

account. 

Menu – use to 

Menu button to 

search for or 

scroll to locate 

all MyChart 

features. 

Care 
Team – 
view, 
message 
or 
schedule. 
Your care 
team is 
just a 
click 
away.  
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In the Health Feed section, you may also see announcements such as a notice for an upcoming system downtime, 

weather alert or a special event.  After reading an announcement, you can remove it from your Health Feed by 

simply clicking the Dismiss button.  

 

If you have proxy access to other patient’s records, such as a minor child, information for the proxy will also 

appear in the same feed but color-coded by person, to  make it easy to stay on top of everyone’s care.  See 

example below. 

 

NOTE:  To learn more about proxy access see the Proxy Access section of this guide. 

Shortcuts 

At the top of the home page, MyChart provides you with four Shortcut buttons that can be used to quickly access 

the four activities you use most.  

These shortcuts are set to Visits, Message Center, Test Results and Medications. You can customize the 

shortcuts by selecting your account in the top right corner and then Change Your Shortcuts. 
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From the Change Your Shortcuts window, click on the arrow key of the button you want to change. Select 

the activity of choice and click on the Save Changes button. 

 

 

 

 

 

 

 

 

Switch Accounts 

If you have proxy other patient’s records, you can view information 

in your family member's record by switching to their chart. From 

the Switch menu, select your family member's name.  
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Explore More Cards 

In the Explore More section, which appears below the Health Feed, you will find a series of cards that contain 

helpful information or videos about specific MyChart topics. For example, if you want to learn more about 

estimates, locate and click on that card. 

 

MyChart Help 

In addition to the Explore More Cards, you will find helpful information throughout MyChart. If, however, you are 

stuck and not sure what to do next, please contact our MyChart Help Desk at (320) 240-7897. The Help Desk is 

available Monday-Friday between the hours of 8:00 am - 4:30 pm. 

MyChart Menu 

Clicking on the Menu button will display a full list of all MyChart features. The list of features is divided into 

sections (labeled in blue) and within the sections you will find the individual features. The list is quite long so it 

contains a scroll bar that can be used to scroll up and down through the sections and features.  

An easy way to find what you are looking for is to use 

the simple search box. For example, click into the 

search box and type the word “labs”. As you type, the 

search results will immediately display, and a simple 

click will take you to the feature. 
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Find Care 
First in line on the MyChart Menu are the options to Find Care, which include links to the following 

features. 

 

Schedule an Appointment 

If you need to schedule an appointment, you 

can use this link to launch you directly to our 

Make Appointment feature which can also 

be also found under on Visits > Appointments 

and Visits page.   

For detailed scheduling instructions, click 

here to go to Schedule/Request an 

Appointment section which begins on page 

26. 

 

View Care Team 

Click the View Care Team link to see a list of 

your providers.  Each tile on the left represents 

a member of your care team. Click on an 

individual tile to display information about your 

provider and on this same screen you can also 

send them a message. 

Additionally, some members of your care team 

may allow you to request or schedule an 

appointment. If so, you will see these 

scheduling buttons on their tile also. 
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Register for My Delivery 

If you are expecting, we invite you at any 

time to Register for your Delivery and this 

link provides you a quick way to do so.  

1. At the Register for My  Delivery screen, 

please provide your expected due date 

and select the location you expect to give 

birth. 

2. Click the Continue button. 

3. Verify your personal information and click 

the Next button. 

4. Verify your insurance information and 

click the Next button. 

 

5. Complete the Mother’s Pre-registration 

information questionnaire. 

6. Click the Continue button. 

7. A summary window will display your 

answers. Please review your answer and if 

necessary, use the pencil icon       to 

change any of your answers. 

8. When finished, click the Submit button. 

 

 

 

9. A confirmation will be displayed. 

 

NOTE:  After registering for your delivery, you will receive a notification asking if you would like to 

receive updates during your 

pregnancy. If you agree, you 

will see new health feed cards 

to help you track your 

pregnancy progress week by 

week. 
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Find Urgent Care 

When you are in need of urgent or emergency care, let us help you get there as quickly as possible.  

On My Way is a MyChart feature that lets you compare nearby urgent care locations and set up a same-day 

visit.  Using the On My Way feature, you can arrange for same-day visits by viewing our nearest urgent care 

clinics, walk-in clinics, and emergency departments where you can be seen as soon as possible.  On a map, 

you will see locations, anticipated wait times at each and with just a few clicks, you can schedule an 

appointment for the next available time slot or add yourself to the list of expected patients.  Here is how it 

works: 

“On My Way” to Emergency Visit 

 

1. On your computer or mobile device, log in to your MyChart account. 
2. From the Menu, select the option to Find Urgent Care. 
3. Tap the Emergency Visit button. 
4. A map will display Emergency Care locations, including the next available time slots. Select a location 

and click the   I’m on my way   button to let us know you are coming.  

5. Complete the visit information by providing an estimated arrival time and reason for visit. Click the  
SUBMIT  button. 

a.  

 

“On My Way” to Urgent Care 

1. On your computer or mobile device, log in to your MyChart account. 
2. From the Menu, select the option to Find Urgent Care. 
3. Tap the Urgent Care button. 

SAMPLE

SAMPLE
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4. A map will display Urgent Care locations. Click to select a location.  

5. If available timeslots display, click to select one. If timeslots do not display, instead let us know how 
long before you arrive and click the   I’m on my way   button.  

 

6. Complete the appointment information, including the reason for the visit and click the  SUBMIT  
button. 

SAMPLE

SAMPLE
SAMPLE

SAMPLE
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Video Visits 

Video Visits have quickly become an integral part of our health care services. Use the Video Visits link to 

learn more about Video Visits and to quickly get to your scheduled Video Visits.  

To learn more about Video Visits and prior to your first Video Visit, we encourage you to click on the 

instructions provided on this page, including a short video. 

On this same page you can use the Appointment and Visits link to launch you directly to the Appointments 

and Visits section where you can easily locate an upcoming Video Visit appointment.  Prior to your scheduled 

Video Visit, it is required that you complete the eCheck-in .  

 

Thirty minutes prior to your scheduled Video Visit, click the Details button and you will see the option to 

Begin Video Visit will become available. Please be prepared to join the visit 30 minutes ahead of the 

scheduled start time of your Video Visit appointment.   

SAMPLE
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If you have never participated in a video visit or have recently updated your computer equipment, we 

recommend you complete the Test Device section prior to your video visit. If you have any trouble 

connecting to a Video Visit, help is available by calling 320-240-7897 between 8 am -5 pm, Monday through 

Friday. 

 

Include Family Members or Caregivers in Video Visits 
 

When scheduled for a MyChart Video Visit with your care team, you will soon be able to invite your proxies 

or other guests to their video visits.  

To do this, you will click on the View and invite participants link on the appointment details page of your 

scheduled video visit.  

Sample
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From there, you will see the provider scheduled for the visit and any other providers or guests already 

invited by their provider. To add a guest, click on the + Invite a new guest option. 

 

Complete the guest First Name, Last Name and Relationship. Select the desired invite method (text or 

email) and provide the phone number of email address. 

  (send invite as a text message sample)     (send invite as an email message sample) 

When complete, click the option to Send text message invitation or Send email invitation. 

 

Sample

Sample
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Communication 
The MyChart Message Center has been updated to help you quickly find messages by grouping conversations 

by conversation threads and folders. 

What This Means for You 

Navigating past messages or sending new ones is more intuitive in the updated MyChart Message Center. We 

hope you find this new design similar to common messaging features you may be already using in other apps.  

 

 

 

 

 

 

 

 

 

In the Message Center, you can: 

▪ View conversation threads in sequential order. 
▪ Bookmark conversations for fast future access. 
▪ Search for messages by keyword. 
▪ Quickly spot questionnaires or scheduling tasks they need to complete. 
▪ Include attachments in messages. 

 

Ask a Medical Question 

1. To send a message, click or tap the Send a Message button.  

2. Select the option to Ask a medical question and select a Provider. 
 
If you have communicated a 
medical advice question to 
the provider within the last 
five (5) days, you will see an 
option to continue the same 
conversation or start a new 
conversation about a new 
subject.  
 
 
 
 
 

 

Groups  
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3. Enter a message subject and body text. 

4. Optionally, click the paperclip icon to attach a document, photo, or short video. 
5. Optionally, to send a confidential message, clear the check box for anyone else who has access to your 

chart, like a spouse or a caretaker. 
6. Click or tap Send.  
 

Messages Saved as Draft to Finish Later 

If you are interrupted while composing a message or if for any reason you are not able to complete 
a message in the new Message Center before you get a chance to send it, a draft will now 
automatically be saved so you can 
return to later.  

As you compose your messages, 
changes to the subject, body, 
recipients, and attachments are saved 
and a notification appears to let you 
know when your draft was last saved.  

Later, you can find your drafted 
messaged in the conversation list. 

 

Sample
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Reply to a Message 

1. To reply to a message, first locate that 
message in your Conversation list or 
other group folder. 

2. Click or tap the message to display the 
conversation thread. 

3. Click or tap the Reply button. 
4. Enter the contents of your message. 
5. Optionally, click or tap the     icon to 

attach a document or photo. 
6. Click or tap Send.  

 
 

Delete and Restore Messages 

1. If you don’t think you will need to see a conversation again, click or tap Move to trash to move it to the 
Trash folder. 

2. To restore the message to your main conversation list, go to the Trash folder and click or tap Restore 
conversation. 

Bookmark a Message 

1. To flag a conversation for easy access in the future, click the  icon to bookmark it.  
2. To find that bookmarked conversation, go to the Bookmarked folder. 

Move message to Trash. Restore message from Trash. 
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Search to Find a Message 

Within each folder, you can also use a keyword search to find 
a message you are looking for. 

1. Go to the folder you would like to search.  
2. In the Search conversations bar, enter a search term and 

press ENTER. You can search by message subject, body 
text, or author. 

Someone at your clinic should respond to you within one business day. If you have opted to receive email or 

text notification for new messages in your MyChart account, you will receive a message letting you know 

that the clinic has responded to your request 

 
To view a message after you have sent it, go to Messages > Sent Messages.  Messages that 

appear in Bold text have not been read by clinic staff. 

Shortcut to Message a Care Team member 

On the right-hand side of your MyChart home page, you will see a display of your care team members. From 

the care team section, simply click the envelope icon to begin a message to your provider.  
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My Visits 
The Visits section of MyChart provides a centralized page to view your Upcoming Appointments, Past 

Appointments and Past Admissions. In addition, on this same page you can also schedule appointments.  

1. Use the Menu to locate and click on the Visits option or if available, you can also use the Visits shortcut 

button.  

2. You should now be on the Appointments and Visits page.   

The page shows all your appointments and admissions in one view and groups appointments based on 

when they occurred or will occur, including: 

• Upcoming appointments within the next seven days 

• Other future visits 

• Past appointments from within the last three months 

• Past appointments from within the last six months 

• Appointments from within the last year 

• Older past appointments 

 

You can filter the page to Show only past or upcoming appointments utilizing the filters at the top of the 

screen. 

   

  

SAMPLE
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You can also use the More Filter Options button to filter for specific appointments. 

 

 

These options allow you to narrow down the appointments that appear on the Appointments and Visits page 

based on any one of the categories listed below. Within each category, you can select multiple filters. 

o Doctors 

o Departments 

o Specialties 

 

As you review the list of past appointments, note that any Missed appointments display lined out and gray in 

color. In addition, at the bottom of the window there is an option to load more past appointments. 

 

Upcoming Appointments List and Details 

To make it easier to prepare for upcoming appointments and understand the next steps, appointments 

within a panel may be grouped together. As long as all of the appointments occur on the same day and the 

panel does not include a telemedicine appointment, they will appear together in one panel.  Information for 

all panel appointments appears on a single visit details page, rather than on separate visit details pages. 

You can confirm all appointments within the panel at one time instead of confirming each appointment 

separately.  For regular appointments, the next steps such as confirming the appointment, completing 

eCheck-in, and paying a copay appear in a green box at the top.  
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Confirm 

If you do not need a reminder, call from our staff, please take a moment to let us know that you will be 
able to participate in your upcoming appointment by clicking on the Confirm button. 

 

eCheck-In  

Preparing for your appointment, you can complete an eCheck-In for your video and in person office visits.  

As a part of the eCheck-In process, you can also update your demographics, medications, allergies, health 
issues, preferred pharmacy, confirm correct guarantor information and complete any outstanding 
questionnaires.  After completing an online eCheck-In, you will still need to check in at the front desk when 
you arrive for your visit.  At that time, if you have changed any of your eCheck-In information, your nurse or 
provider will review it with you and update your records. 

1. Use the Menu to locate and click on the Visits option or if available, you can also use the Visits 
shortcut button.  

2. Locate the appointment you wish to complete eCheck-In and click the eCheck-In button.  

3. The eCheck-In will open and near the top you will see a timeline that lists the upcoming steps you 
will be prompted to complete.   

4. Begin the first section by completing your Insurance information. Throughout the eCheck-in screens 
any required questions display a red asterisk * beside them. Optionally, use the edit button to make 

changes or + add button to add new information.  

5. When finished, check the 
“This information is 
correct*” box and by 
doing so, the Next button 
will turn green and can be 
used to advance to the 
next section of the eCheck-In. 

            

SAMPLE
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6. Complete all remaining eCheck-In sections. If for some reason you 
are not able to complete all steps during the current session, 
simply click the Finish later button.  

When you return later to finish, the eCheck-in will remember 
where you left off so you can resume with no need to repeat the sections you have already 
completed.  

Questionnaires: 

If you are asked to complete any questionnaires, before submitting your answers you will be 
presented with a summary screen that displays your answers. Bedside each answer, you will see a 
pencil icon that can be used to change your answer if you need to. When ready to submit, click the 
green SUBMIT button. 

 

E-Signatures During eCheck-in 

As a part of the eCheck-in process,  you may be prompted to sign a document. You will only be 

prompted to sign a consent if one is needed. Patients between the ages of 12 years old and 17 years 

old will not have this option through MyChart. 

 

Types of consents you may see: 

o Clinic / Outpatient consent 

o Bill of Rights (BOR) 

o Health Information Exchange (HIE) consent 

 

If there is a consent that needs your signature, you will see it under the Documents section of 

eCheck-in. To access the consent, click REVIEW AND SIGN. 

 
 

 

7. After you have signed, click the CONTINUE button and then the green SUBMIT button. 

8. Your eCheck-In is complete and we thank you for taking the time to complete it for us. 

SAMPLE

SAMPLE
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Appointments Are Confirmed Automatically with eCheck-In 

When you complete an eCheck-In, the appointment is now automatically confirmed so you don’t 
have to confirm the appointment 
with an extra step. This reduces 
the number of notifications you 
get, and the number of calls from 
front desk healthcare staff.  

After you or your proxy complete 
an eCheck-In, the Confirm button 
disappears and the visit details 
show that the appointment has 
been confirmed.  

 

View Your After Visit Summary (AVS) for Past Appointments or 
Admissions 

In MyChart, you can view After Visit Summary reports that were printed for you at your appointment. These 

summaries are available for outpatient visits, emergency room visits, and hospital admissions. 

To view your After Visit Summaries: 

1. Use the Menu to locate and click on the Visits option or if available, you can also use the Visits 

shortcut button.  

2. You should now be on the Appointments and Visits page.   

3. Within the Past Visits section, locate the Visit you wish to review.   

SAMPLE

Sample
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Click on the View After Visit Summary® link. 

 

4. If you would like to print the report, locate, and click on the printer icon        in upper right hand 

corner of the window. The report should print to your established default printer. 

NOTE:  After Visit Summary (AVS) reports are also available to view using the MyChart Mobile app on 

your smartphone. From MyChart Mobile, the reports are not printable. 

Provider Notes  

You are able to see your provider’s notes that have been shared with you.  Not all provider notes will route 

to MyChart.  Some notes are not shared due to note content or privacy reasons.  To review these notes, 

follow the same procedure as listed above to see your After Visit Summary. If there are notes associated 

with the visit, there will be a View Notes link present.  

 

  

SAMPLE
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Schedule/Request an Appointment 

Within the MyChart app, you can request or schedule an appointment. To do so, complete the following. 

1. Use the Menu to locate and click on the Visits option or if available, you can also use the Visits 

shortcut button.  

2. You should now be on the Appointments and Visits page.   

Click on the Schedule an Appointment button. 

 

3. The Schedule an Appointment page displays a list of providers in the “Schedule with specific 

provider” section. These are providers with whom you have had an in-person office visit in the past 3 

years.  You may also select a “Tell us why you’re coming in” reason to schedule with an open 

provider.  Click on the box that best represents the Provider or your reason for scheduling an 

appointment. 

SAMPLE

SAMPLE

SAMPLE
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4. Optionally, if you are looking to schedule an appointment with a new provider, complete the 

following: 

a. Click on the Find a new provider or COVID Testing option.  

b. Click to select a Specialty. 

c. Click to select an Appointment type. 

d. Click to select the location(s) that would work best for you.  

e. Click the  Continue  button. 

SAMPLESAMPLE

SAMPLE

SAMPLE

SAMPLE
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f. Based on your selections, a list of providers will be displayed. Optionally, you can use the 

Search Criteria section to filter by gender, provider type and times. Locate and select an 

appointment time. 

g. Verify your personal and insurance information. 

h. In the last step, type a reason for your visit and click the Schedule It button. 

 

5. Not all providers or locations allow patients to directly schedule from within MyChart. If the provider 

or site you have selected is not set up for MyChart scheduling, you will receive the option to 

“request” an appointment by indicating your date and time preference in this section. After the 

request is received, someone will contact you to confirm the appointment.  

a. Enter your preferences for date and time.  

  

SAMPLE

SAMPLE

SAMPLE
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b. Provide a reason for the visit. 

c. Click Send Request.  

6. If the Provider or location does allow you to directly schedule in MyChart: 

a. Click on the provider you wish to schedule with. 

b. Select the type of appointment.  

c. If there is more than one location choice, select the location preference. 

d. From a list of choices, click a reason for the visit and click the CONTINUE button. 

 

e. Select First Visit or Follow-up Visit and click CONTINUE . 

 

f. Respond to the video visit question and click CONTINUE.   

 

SAMPLE

SAMPLE
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g. A list of available dates and times will be displayed. Click to select a timeslot.  

 
h. Verify personal information and make edits, if needed, and click the THIS INFORMATION IS 

CORRECT button to continue. 

  

SAMPLE

SAMPLE
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i. In the same manner, Verify or Add Insurance and click the THIS INFORMATION IS CORRECT 

button to continue. 

 

j. In the last step, let the provider know what you would like included at your appointment. 

When complete, click the   Schedule it button. 

 

2. Appointment Scheduled message will display.  

 

  

SAMPLE
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Scheduling Tickets 

Scheduling Tickets are used to remind, and schedule recommend appointments. If you receive a 

scheduling ticket that you do not want to schedule, you now have the option to decline.  

You may find Scheduling Tickets on the Home page, the Scheduling page or the Upcoming Tests 

and Procedures page.  

If you do choose the option to decline, you will be prompted to select a reason and this 

information will be shared with the organization’s front desk staff.  

Cancel an Appointment 

Depending on the date and time of your next appointment, you might be able to cancel it through MyChart. 

If it is too close to your appointment date or time, you will need to call the clinic to cancel your 

appointment (NOTE:   Not all clinic sites allow you to cancel an appointment through MyChart.) 

To cancel an appointment: 

1. Go to Visits. 

2. cate the appointment on the list and click the X Cancel Appointment link. 

3. Click the cancellation reason button and in the Comments section, enter a cancellation comment. 

SAMPLE

Sample

Sample
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4. Click the Confirm Cancellation button.  
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My Record  
The My Record section of MyChart includes links to several 

health-related sections of your medical record, as briefly 

described below.  

To get to this section, click the Menu button and scroll 

down or search for My Record. 

 

 

 

 

 

 

COVID-19 

The COVID-19 activity pulls together helpful information and resources for you, including: 

• Your COVID-19 testing status and recent results. 

• Your COVID-19 vaccination status and details about the vaccine your received. 

• Links to educational resources provided by the Centers for Disease Control and Prevention (CDC). 

You can access the activity from the Menu by going to My Record > COVID-19. 
 
If you have taken any of the COVID19 vaccinations, you can clearly see and show others the details and 

current status in your MyChart account.  

1. From the Menu, search for or scroll to locate and click on the COVID-19 option. 
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2. To make it easier for to find and interact with your COVID-19 information, information on 
the COVID-19 activity is grouped to visually help you find information on this page.  
Specifically: 

• Historical and recent information (such as new and old test results) will appear on the 

same card. 

• Up to five past test 

results are included. 

• Up to five past self-

assessments are 

included. 

• The content of the 

COVID-19 activity 

appears in the same 

order on both web 

and mobile. 

• If there are no COVID-

19 test results from 

the past 30 days, you 

will see the text "No 

COVID-19 test results 

found in the past 30 

days". You can still 

find these older results by clicking the card to view all past results. 

3. If you are connected to a printer and would like to print the vaccination details, click on the 
printer button. 

 

COVID-19 Status Preview (MyChart Mobile version only) 

MyChart Mobile is a free app that can be downloaded to your mobile phone. If you have MyChart Mobile activated on 

your mobile phone, you can now choose the option to display 

your COVID vaccine status without logging in. Whether 

traveling, returning to work, or attending an event, you can 

quickly show your COVID-19 information to anyone who needs 

it. 

After you have logged into your MyChart Mobile account, you 

will see a message previewing your COVID-19 status. To 

activate this option, tap the Learn More button and then tap 

the Next button.  

 

  

Updated COVID-19 activity on the 

MyChart website with test results 

expanded 
Updated COVID-19 activity on the 

MyChart website with test results 

expanded 

Sample

Sample
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On the next screen, tap the option to Turn on COVID-19 Status Preview button. Going forward, each time you open 

your MyChart Mobile app, before logging in you will see your COVID-19 Status display. 

Directly from this COVID-19 Status Preview window, you can click on the option to view your vaccination details or 

generate a shareable QR code. 

 

NOTE:  To use this new COVID-19 Status Preview feature, you must be using MyChart mobile version 9.8 or higher. If 

you do not have version 9.8 or higher installed on your device, go to your App or Google Store and install the newest 

MyChart Mobile updates. 

 

Look to see if your vaccination records are available 

To help ensure you always have access to your most up to date COVID-19 vaccination information in MyChart there are 

new options to query, reconcile and even add your own vaccination information.  

After logging in to your MyChart account, all of your COVID-19 information can be found by going to the Menu and 

selecting the COVID-19 option.  

 
The COVID-19 window will display the current status of your COVID-19 

vaccinations and testing.  In the example, you can see that a COVID-19 

vaccination has been completed. To view the details of the vaccine, click on the 

drop-down arrow key.  

 

• EXAMPLE

Here you will also 
find the option to 
create a QR code or 
Download / Export 
your vaccination 
card. QR code or 
Download/Export the 
vaccine information. 

will also find the 
option to create a QR 
code or 
Download/Export the 
vaccine information. 
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If you have received a COVID-19 vaccination from a local 

pharmacy or outside organization, it is possible that the details of 

your vaccination may not appear yet in your MyChart account.  

Your screen will look similar to this example.  

 

Within your MyChart account, you can request this information 

from the state registry. To search the state registry for your 

COVID-19 vaccination information, click or tap on the Update 

button. 

 

After searching the state registry, one of the following will be 

occur: 
 

• If all of the needed information is returned from the state registry, the vaccination will 
automatically be added to your chart. No further action is required. 

• If the data received from the state registry is missing some of the required information, the 
vaccination will appear for you to manually reconcile. You can review any vaccinations returned 
based on partial data and then confirm or discard the vaccinations. 

• If your vaccination is not available from the state registry, you can manually add the information 
using the questionnaire, as described on the next page. 

 

Query COVID-19 Vaccination Information From Other Organizations 
•  

If you received COVID-19 vaccine doses at other organizations, you can now query your MyChart accounts 

that are linked through Happy Together so that your COVID-19 vaccination status shows all doses you have 

received. (If you are not familiar with the Happy Together feature, please see page 99.) To query linked 

accounts, use the same Update button used previously to query state registries from the COVID-19 activity. 

After data is received, it is automatically reconciled into your chart. 

After you query your linked accounts, the QR code or PDF document you generate to share your vaccination 

credentials now includes information from all organizations. In the past, if you received one vaccine dose at 

one organization and another vaccine dose at a different organization, you had to generate separate QR 

codes or PDF documents for each organization to present your proof of vaccination. 

 

The updated banner lets you know that you queried your linked MyChart accounts for 

other vaccine doses. After the query is complete, you can click Learn more to see 

where MyChart checked for updates and whether information was received from 

those organizations. 

SAMPLE
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Test Results 

Effective April 5, 2021, as a result of the Federal 21st Century Cures Act, you now have access to test 
results at the same time as your physician or advanced practice provider (APP). In some instances, you 
may even see your results before your physician or APP.  Access to electronic medical records provides you 
with an opportunity to manage your health care while also supporting the conversations you have with 
your care team.  After test results are released to your MyChart, you can view them in the Menu > My 
Record > Test Results feature. 

For more details, please see the Test Results section found near the end of this guide. 

Test Results Guide 

 

 

  

Sample

Sample
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Download PDF Version of Test Results 

If you need a copy of your test results over time, you can now download a PDF document with your 
results from the Test Results activity. This document can then be printed or sent electronically as 
needed. The document will contain up to 75 of your most recent results.  

This feature is enabled to also work with the MyChart Happy Together feature which means you can 
download PDFs of past test results even if the results come from another Epic organization. 

NOTE:  To use this feature in MyChart Mobile, you must update your app to version 10.4 or higher. 

  

The Download button appears at the bottom of the 

Result Trends page. 

The past test results PDF, as it appears by default. 

Sample

Sample
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Medications 

To view your current medications, complete the following. 

1. From the Menu, search or scroll to locate and click Medications. If available, you might also select 

Medications from your shortcut buttons.  

 

2. The Medications window will display details for each medication, including the prescribed dosage, 

instructions and the provider who prescribed the medication.  

 

SAMPLE
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3. You can view additional information about a medication, such as precautions to consider when taking 

the medication and potential side effects, by clicking the Learn More links.  

 

 

Prescription Refill for Pharmacies Live with MyChart Refills ONLY 
For prescriptions that are to be filled at one of the pharmacies listed below, you can request a medication 

refill directly through MyChart rather than calling the pharmacy. 

These Pharmacies Include: 

• CentraCare Pharmacy – St. Cloud Hospital 

• CentraCare Pharmacy - Health Plaza  

• CentraCare Pharmacy - Northway  

• Long Prairie CentraCare Employee NH (Employees only) 

• CentraCare Monticello Employee NH (Employees only) 

• St. Gabriel’s Health Pharmacy 

 

To request a medication refill, complete the following. 

1. From the Menu, search or scroll to locate and click Medications. 

2. From the medication list, click the Request Refill button. 

3. On the Refills page, select the box next to the medication you need refilled. 

4. Click the Next button. 

5. Add any Medication specific comments you would like your provider to see. 

6. Select a delivery method (Pick Up or Mail). 

7. Select a Pharmacy. 

8. For Pick Up, please specify a pick-up time. 

For Mail, please verify the address it should be mailed to. 

9. Click the Next button. 

  

SAMPLE

Sample
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10. Verify all info is correct on the request. 

11. Click Submit to process your refill request. 
 

You will receive a message in your MyChart Inbox, E-mail, or Text that your prescription is either 

Ready at the Pharmacy for Pick Up or that it has been mailed from the Pharmacy if Mail was 

selected. 

Prescription Costs Available in MyChart 
If you have your prescriptions filled at one of the CentraCare pharmacies, you will now see the 

cost and payment information for the medication inside of your MyChart account.   

The cost and payment information will be found on the MyChart Medication screen and accessed 

by clicking on the View patient details button. 

 

Medication card   

When there is a fill in progress, the MyChart Medication card 

will show you the cost of the medication and a link to view 

payment details pertaining to the fill.  

Prescriptions Ready for Pickup card 
After a prescription reaches the Ready to Dispense status, you 

will see how much is due at pickup in the Prescriptions Ready 

for Pickup card. 

Prescriptions Recently Sent to You card 
Cost information appears in the Prescriptions Recently Sent to You card. This card contains only 

the View payment details link, which opens the Payment Details window. The Payment Details 

window for the Prescriptions Recently Sent card shows Cost, Delivery fee, Total cost, and Payment 

method.  
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Messages 
If you have questions about the prescription, a new Message Pharmacy option is now available.    

 

Health Summary 

To get a summary of your medical record, go to My Record > Health Summary. This information on this 
summary includes: 

• Current health issues 

• Medications 

• Allergies 

• Immunizations 

• Preventive care 
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New Health Goals Activity 
Health Goals is a new feature within MyChart that you can use to share your personal health goals 

with your care team.  

If you create a goal statement in MyChart, members of your care team will be able to view it and 

then work collaboratively with you to track your progress from appointment to appointment and 

measure your outcomes. 

Example:   

Patient, Laura, has suffered balance and weight issues over the past few years. Laura can use MyChart's Health Summary activity 

to enter a goal statement, such as "I want to make sure I'm feeling well enough to dance at my daughter Caitlyn's wedding in 

2025."  

SAMPLE
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The next time she visits her physical therapist, they discuss her objective of dancing at the wedding and work together to set 

more discrete and measurable goals, such as "Increase step count" and "Weight (lb) < 90.7 kg (200 lb)." After that, Laura and her 

physical therapist use these goals to track Laura's progress between visits, working towards attending Caitlyn's wedding in good 

health. 

 

1. To set a Health Goal, go to the Menu and select Health Summary. 
2. On the Health Summary screen, locate and select the + Add your health goal button. 

3. In the space provided fill in your health goal information.  

4. When complete, select the Save health goal button. 

Sample

Sample
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Print your child's immunizations 

When you are in your child's record in MyChart, go to My Record > Health Summary > 

Immunizations. You can see the immunizations your child has received and the dates on which they were 

received.  Optionally, click the name of the immunization to learn more. (NOTE:  To print the new School 

Health Report, see the Sharing Hub section.) 

To open a printer-friendly summary of your child's immunizations, click the  printer icon. 

 

Conditions 

If you are managing a specific condition (such as 

Asthma, Diabetes, COPD, Congestive Heart Failure or 

Cancer), you may also see additional links to these in 

the My Record section. These links can be used to 

quickly take you to the care plans associated with the 

condition. You will be able to view relevant 

medications, test results, preventive care topics, 

patient-entered flowsheets, and patient goals entered 

by your care providers.  

 

SAMPLE
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Plan of Care 

The Plan of Care section displays any goals your provider or care team has set for you, your to-do list, and 

your  test results. 

 

Preventive Care 

Preventive medicine plays an important part in your health and overall well-being. Preventive procedures 
recommended by your care team will be displayed in this section of MyChart. Preventive procedures are 
recommended for people based on age, sex, and medical history. Access this feature from the Menu by 
going to My Record > Preventive Care. 
 

The preventive care items are grouped into three sections: Overdue, Due and Note Due. Each recommended 

preventive care item displays in a box of its own and offers opportunities to Request Appointment (if due 

or overdue), Learn More or Hide Reminder From Home Page. 

SAMPLE
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If you have already received a preventive care service elsewhere or do not plan to complete it, this 

information in this section will 

need to be updated. To update, 

please send a message to your 

provider with the details and 

they will update your records.  

NOTE: You may also see 

Preventive Care alerts in the 

Health Feed on your home page. 

Questionnaires 

Your clinic might make 

questionnaires available for you 

in MyChart so you can complete 

them online instead of filling out a form when you get to the clinic. 

You might be able to respond to questionnaires in three different places: 

• Open generally available questionnaires from My Record > Questionnaires. 
• If your doctor wants you to complete a questionnaire for an upcoming appointment, go to My 

Record > Visits. Locate the upcoming appointment and click Details. Open the questionnaire by 
clicking its name in the Questionnaires section of the appointment details. 

• If your doctor sends you a MyChart message with an attached questionnaire, open it by clicking the 
questionnaire link near the top of the message. 

If you need to close a questionnaire before you finish it, click Finish Later to save your progress. 

As a part of a questionnaire, you may be asked to provide an electronic signature. For more information on 

eSignatures, see the My Documents section of this guide. 

 

 

Upcoming Tests and Procedures 

Finding your tests and procedures just got easier. The redesigned Upcoming Tests and Procedures page now displays 

all of your upcoming orders in one place, with links to schedule appointments if needed and instructions on how to 

prepare. As you near the date of the appointment, you can also complete eCheck-in, so you are ready to go when you 

arrive at the lab. 

https://mychartnp.centracare.com/MyChartPOC/inside.asp?mode=medadvice&subject=Preventive%20Care
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From the Menu, locate and click on the Upcoming Tests and Procedures option. 

 

Within each upcoming test and procedure, you click the option to hide reminders until a week prior to the 

appointment. 

Implants 

If you have a current or removed implanted medical device, such as a pacemaker or implantable 

cardioverter defibrillator (ICD), or other implant, you can view information about that implant in. To find 

implant information, go to the Menu to locate and select My Record > Implants. 

 

Within each upcoming test and 

procedure, you can hide 

reminders until a week prior to 

the appointment. 

 

EXAMPLE

Sample
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Medical and Family History 

The Medical and Family History feature shows 

different types of patient histories on file with 

the clinic including: 

• Medical History 
• Surgical History 
• Family Medical History 
• Social History 

• Family Status History 

Health Reports 

The Health Report option provides  
reports information about your health that has been collected by the clinic. In the sample 
below, the clinic has tracked several sets of vitals and are available to view by simply 

clicking on the report link. 
 

Track My Health, Daily Health Readings 

Your provider may ask you to record information such as your daily glucose or blood pressure readings in 

MyChart.  When you enter the information in the Track My Health feature, your provider automatically 

receives the readings so he/she can monitor your progress between visits. 

To record new readings in Track My Health, complete the following. 

1. From the Menu, locate and select the My Record >Track My Health option. 

2. Locate and click the appropriate item from the Flowsheet list. 

 
3. Click Add New Data to start recording your readings. 

SAMPLE

SAMPLE

SAMPLE
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4. Add the date and time for your reading. As a shortcut, if you just took your reading, you could click 

on the  Now to automatically populate this with the current date and time. 

5. Enter your reading and click on the Continue button.  

6. On the next screen, verify that you have entered your reading correctly and click Submit.  

Back at the flowsheet page, you can see your reading. 

After you have entered several readings, you can view trends and track your progress over time. This data 

can be presented in either a table or graph view. 

1. On the Track My Health page, 

click the flowsheet’s name to 

view previous readings in a table. 

2. If you would like to a graphic 

representation of the data, click 

on the GRAPH button. 

 

 

 

 

Trends Dashboard 

The Trends Dashboard can help you visualize your health and progress over time by graphing scores from 

your responses to questionnaires or questionnaire series. For example, a patient recovering after knee 

surgery can see whether their condition is improving as expected based on the outcomes they've reported. 

To locate this dashboard, click the Menu button and select the Trends Dashboard. 

 

 

 

 

 

 

 

 

SAMPLE

SAMPLE
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When reviewing your questionnaire scores in the Trends Dashboard, the new Most Recent filter is 
now selected by default, so you now see the ten most recently submitted scores. This helps ensure 
that you see more of your trends over time. For example, if scores aren't submitted frequently, 
viewing by the Month or Year filter can show a limited set of data without providing a better 
picture of how your date is trending.  

Growth Charts  

The Growth Charts feature allows you to view and print growth charts for your children. 

1. To see a child’s growth chart, first use the Switch Menu to switch to their account.  

2. Click on the Menu, locate and select the My Record > Growth Charts option. 

You can customize the view of the growth chart by: 

 Choosing a different Chart Set. For example, you can switch between growth charts provided by 

the Centers for Disease Control (CDC) and the World Health Organization (WHO). 

 Changing the Chart Type. For example, you can switch the view from length-for-age to weight-

for-age or Body Mass Index-for-age. 

SAMPLE

Trending data for 

two different 

scoring questions 

with the Most 

Recent filter 

applied 

Sample
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You can also view the growth chart with a different unit of measure (metric or standard) by selecting the 

option for that unit of measure. 

If you want a copy of the growth chart for your records, click the  printer icon. 

 

 

Document Center 

The Document Center provides a central place to view documents that are on file with us. Documents might 

include handouts such as After Visit Summaries or illness excuse notes and documents that you have 

uploaded to us, such as Advance Directives, Living Wills or documents you may have uploaded as part a 

questionnaire or eCheck-In process. Documents may also include audio and video files or documents that 

may need to be signed. The Document Center is divided into four (4) sections:  

• Visit Records 

• Requested Records 

• My Documents 

• Who’s Accessed My Records 

My Documents 
1. Click on the Menu, locate and select the My Record > Document Center option. 

2. Locate and click on the My Documents button. 

 
 

SAMPLE



 

MyChart® is a registered trademark of Epic Systems Corporation.                        56 

3. A list of documents will be displayed. To open a document, click on the document name or icon. 

 
4. Once opened, you can use the buttons in the upper right-hand corner to print or download. 

 
5. When finished, click on the X button found in the upper right-hand corner of the document window. 

View your requested medical records 
If you requested a copy of your medical record from your healthcare organization, rather than waiting for a 

paper copy to arrive in our mail, you can download and view it from within MyChart. 

To review these records, complete the following. 

1. Click on the Menu, locate and select the My Record > Document Center option. 

2. Locate and click on the Requested Records section. 

In addition, on this same screen note that you can view additional downloads within the Visit 

Records, and Who’s Accessed My Record? sections. 

3. Select the record you want to view and click on the Download button. 

 

4. Select the record you want to view and click on the Download button. 

 

SAMPLE

SAMPLE

SAMPLE
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5. The document will open in a .PDF format. Once open, print and/or save the document. Click the X in 

the upper right corner of the window to close the document screen. 

 

View Requested Records in MyChart Mobile app 
The MyChart Requested Records activity is also available in the MyChart mobile app. Requested 
records can be found by going to the Menu, Document Center, and Requested Records. 

 

Additionally: 

Requested documents with passwords show a lock icon, which you can 
hover over to see information about the password. 

 
A confirmation window appears when you download a document 

 

Sign Documents 
1. If you have documents that need to be signed before, during or after a visit, you may be able to sign 

them now in MyChart. The My Documents page of MyChart will display a list of documents waiting for 

your signature.  

 

2. To get to this page, use the Menu button to locate and click on the Document Center option.  
3. In addition, if you have documents to sign, you will see a reminder message on your Welcome screen. 

• EXAMPLE
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Create Your Own e-Signature  

When signing a document in MyChart, you can use the option to Auto-Generate or Drawn to Sign. Using either 

option, you can also save your signature by click on the   Save for future use button. 

 

 

• EXAMPLE

• EXAMPLE
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End-of-Life Planning  (Click here to see detailed instructions that begin on Page 86.) 

Request Family Access 

If you have access to your family members' medical records, you can view most of the information in their 

records in the same way you view your own.  

If you are a parent, legal guardian, or have custodial rights, you can have full access to your child's medical 

record through 11 years of age.  Beginning at 12 through 17, you can view limited information, including 

allergies, immunizations, growth charts and your child’s preventive care. 

Manage access to family members' records 
You can request access to a family member's record or give another adult access to your own record by 

completing a form in MyChart. Your clinic will grant the appropriate access after they process the form. To 

create the request, complete the 

following. 

1. Click on the Menu, locate and 

select the My Record > 

Request Family Access option. 

2. Depending on the type of 

access you need, click the 

appropriate link.  

 Request access to a minor's 

record 

 Request access to special 

needs record 

 Request access to another 

adult’s record 

 

 

3. Complete the form and click 

Submit Request. 

4. Once your request has been submitted you should receive access within 3-4 business days, or you 

may be contacted for additional information. 

Access a family member's record 
After you have received permission, you can view a family 

member's records by switching to their chart.  From 

the Switch menu, click the down arrow key and select your 

family member's name.  

 

 

 

 

 

 

 

 

SAMPLE
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Share your medical records with another adult 
As a patient, you can give family members or other caregivers who are also patients proxy access to your 

MyChart account. (NOTE:  MyChart patients between 12-17 years of age are not allowed to invite other 

adults to have adult proxy access. Patients that are between the age of 12-17 will only be able to view who 

currently has proxy teen access to their account and revoke that access when needed.)   

Here's an example of how it works: 

Alfred is an elderly patient who recently moved in with his daughter, Ellie, who is helping him 

manage his healthcare. To make it easier for Ellie to help him schedule his appointments and review 

his medical information, Alfred wants to invite Ellie to have proxy access to his account.  

1. On the MyChart website, Alfred goes to Menu > Share My Record > Friends and family 
access. 

2. On the Friends and Family Access page, he clicks the Invite Someone button. 

  
3. He enters Ellie's name and email address, reads, and agrees to the terms and clicks Send 

Invite. Ellie's proxy invite then appears as Pending at the top of the page. 

 

SAMPLE

SAMPLE
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4. Ellie receives an email to notify her that 
Alfred has invited her to have access to 
his account. From this email, Ellie clicks 
a link that takes her to a page where she 
enters Alfred's date of birth to confirm 
that she knows him and then accepts 
Alfred's proxy invitation. If Ellie didn't 
already have her own MyChart account, 
she could click the Sign up now link in 
the proxy invite email to create one.  
 

5. After Ellie accepts the invitation: 

• Alfred receives a tickler message 
letting him know that Ellie now has access to his account. In Alfred's account, the Pending 
label is removed from Ellie's card on the Friends and Family Access page. Alfred can return 
to this page at any time to edit or revoke Ellie's access. 

• In Ellie's account, Alfred appears under the Switch Account menu where she can switch to 
Alfred's account to view his information in proxy context.  

 

Remove access to family member's record 
If you have access to another person’s medical record and want to remove that access from your account, 

you can do so by completing the following steps. 

1. From the Menu, search for or scroll to locate Sharing > Share My Record > Friends and family 

access. 

2. Within the Friends and family access page you will see a tile representing each record you have 

access to. Other than the tile representing you, the tiles contain a button labeled REVOKE. Click this 

button to remove your proxy access to the person’s account. 

3. A confirmation window will prompt to you either CANCEL or REVOKE. 

 

 

 

SAMPLE

SAMPLE

SAMPLE
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Billing  

Paperless Billing 

Starting on May 31, 2023, all patients with a MyChart account will be enrolled in paperless billing 
and will no longer receive billing communications in the mail. If you already opted out of 
paperless billing in your MyChart account, you will continue to receive your billing 
communications in the mail.  

What is Paperless Billing?   

Paperless billing means instead of receiving billing communications in the mail, 
patients will start receiving an electronic version. You will find all billing-
related statements, letters, estimates and itemized bills within your MyChart 
account. Paperless billing helps eliminate extra paper mail and helps the 
environment.   

Using MyChart, it’s easy to make payments and manage your account. 
 

Not sure if paperless is for you?    

No problem, the option to opt out of paperless billing communications will be available after 
May 31, 2023. To change your billing 
preferences, log in to your MyChart 
account and complete the following 
steps. 

1. Tap the Menu button. Locate and select 
the Billing Summary option. 

2. Near the bottom of the window, locate 
and select the option to cancel 
paperless billing. 
 

 

 

 

 

 

Special Notes and Exceptions 
✓ Patients who do not have a MyChart account will receive billing communications the same way they 

always have.  
 

✓ When signing up for a payment plan, the Enroll in paperless 

billing box will be automatically checked, even if you previously 

declined paperless. If you want to receive billing 

communications via mail, uncheck the Enroll in paperless billing 

box.  
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Billing Summary 

Within your MyChart account, you can view and make payments on your accounts, contact customer 

service, and create estimates. The information below provides a walkthrough of these processes. 

1. From the Menu, search for or scroll to 

locate the Billing section. Click Billing 

Summary. 

  

 

 

 

 

 

 

 

 

2. The Billing Summary page displays 

an information tile representing 

individual service areas. To see 

details of each, click the View 

account link.  

 

  



 

MyChart® is a registered trademark of Epic Systems Corporation.                        64 

Status Badges 

Within the Billing Details section, you can quickly determine the status of each of your visit accounts 

with new colored status badges.  

There are seven possible status badges that can appear in MyChart: 

• Pending insurance 

• Outstanding 

• Not on payment plan 

• Payment plan 

• Scheduled payment 

• Paid off 

• With collections   

 

 

 

 

The Billing page displays four tabs:  Overview, Details, Payments, and Communications.  

The Overview tab displays account balance, responsible party information and options to contact or call 

for billing questions.  In addition, patients may also find an option to set up a payment plan. 

 

Sample
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The Details tab displays account balance, payment, insurance, and details of charges.  

 

The Payments tab displays details of payments made on the account.  
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The Communications tab displays all available Statements and Letters associated with the account.  

 

 

 

 

Closed visits available 

If you need to billing information for a closed visit account, you can now use the new filters pane 

on the Details tab of the Billing page in MyChart to locate them. 

 

Sample
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Pay Now 
Within each information tile, there is an option to Pay Now. Clicking on the Pay Now button allows you to 

pay all or a portion of your balance. 

 

Make a single payment across multiple guarantors 
When you pay your bill using MyChart Bill Pay, you can now pay toward all eligible guarantor 

accounts at once, instead of having to make multiple individual payments. If you have multiple 

guarantor accounts and open MyChart Bill Pay for one of those guarantor accounts, you will see the 

other guarantor accounts on the same screen. Use each guarantor section to identify the amount 

you want to pay for each or check the  Pay later option.  

 

 

 

 

NOTE:  These additional guarantor 

accounts will only show up if they have a 

nonzero balance.  

 

Apple Pay and Google Pay 
When making a payment through MyChart, you 

now have the option of using either Apple Pay or Google Pay. This gives you the convenience of not having 

to enter your credit card information to pay a bill.  

▪ To use Apple Pay and Google Pay in the MyChart mobile app, the app must be updated to version 9.8 
or higher. Apple Pay requires an iOS 13+ device. 

▪ To use Apple Pay and Google Pay on the MyChart website, you must be using a supported web browser 
and device. For specific and up-to-date version requirements, refer to Apple Pay and Google Pay 
support websites. 

SAMPLE

Sample
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Going forward, when you review past payments in MyChart, you can see which payments were made with 

either Apple Pay or Google Pay. 

Billing Question 
 

1. To generate a billing question, locate the appropriate billing tile and click on the Contact customer 
service link.  

2. A Customer Service Regarding Billing window will display with the account number prepopulated 
into the message window. 

  

SAMPLE

SAMPLE
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In the message area, compose your billing message. 

 

3. When complete, click SEND. 
 

Payment Plans 

Guarantors may have an option to set up a payment plan. If this option is available at the service location, 

they will see a    SET UP PAYMENT PLAN  button. To set up or manage an existing payment plan, complete 

the following steps. 

 

  

SAMPLE
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Set Up A Plan 
1. Log in to your MyChart account. 
2. From the MyChart Menu, use the search bar or scroll to locate the Billing section and select Billing 

Summary.  

 

3. The Billing Summary page will display a separate tile for each service area. If the service area is 
equipped to allow payment plans, the guarantor will see a button labeled SET UP PAYMENT PLAN.  

 
 

 

4. To set up a plan, click the  SET UP PAYMENT PLAN   button. 
5. In the Sign Up for a Payment Plan window, the guarantor will complete the monthly payment 

amount and the day of the month to be paid. After doing so, the software will calculate the total 
number of payments and the payoff date.  (See example below) 
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If a Guarantor attempts to enter an amount less than the facility’s requirement, they will receive a 

warning stating their amount is too low. The balance will default to the minimum the facility will 

accept.  (See example below.) 
 

6. Click the  NEXT  button. 
7. The next screen prompts the patient to select a payment method on file or add a new payment 

method.  

NOTE:  If the guarantor needs to add a new payment 

method, they can REMOVE their obsolete card by 

clicking on Manage your saved payment methods and 

then go back and add the new card info. 

 

 

 

 

 

8. Click the  NEXT  button. 
9. The last step in setting up the payment plan is to review and confirm the plan.  

 

10. To make changes, the patient can select the  BACK  button or to  the plan, select the START PLAN 
button. 
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11. Back at the Billing Summary page, the patient will see their Auto Pay plan and at any time may use 
the Manage payments plan option to make changes. 

 

Make Changes to a Plan 
1. Log in to your MyChart account. 
2. From the MyChart Menu, use the search bar or scroll to locate the Billing section and select Billing 

Summary.  

 

3. The Billing Summary page will display a separate tile for each service area. Locate the plan that you 
would like to change and click on the option to Manage payments plan. 
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4. The payment plan window will display details of the current plan.  

5. Make any necessary changes. When finished, review the plan and to save your changes click the  
Update plan  button. 

 

Add Additional Professional Balances to Existing Payment Plan 
Instead of needing to call your billing office, guarantors can now update their payment plan with additional 
professional charges directly from MyChart.  

For example, a guarantor owes $200 and signs up for a payment 
plan in MyChart that charges $50 a month for four months. During 
their repayment period, the guarantor visited the ED, and $400 in 
additional charges were posted to their account. When the 
guarantor logs in to MyChart, they see they have a $400 balance not 
included in the payment plan and decide to update their plan to 
include it.  Due to the increased balance, the monthly amount is 
recalculated from $50 to $200. The guarantor is okay with this 
change, so they confirm the update to their plan.  

Undistributed Payments 

The Billing page clearly indicates which payments are undistributed, both in the Overview and Payments 

tabs. 

 

 

 

 

 

  

SAMPLE
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Pay As Guest 

Guarantors can now pay their bills online, even if they do not have MyChart logins.  Guarantors will receive 

a statement or email that includes their guarantor ID.  They can enter their guarantor ID and their last name 

on the Pay as Guest page to look up their hospital and professional balances to make payments.  Guarantors 

can choose to pay the current amount due, the full outstanding balance, or a different amount by selecting 

Other. 

      

 

 

  

SAMPLE
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Create an Estimate  

To create an estimate for a particular service or procedure, complete the following steps in MyChart. 

1. From the Menu, search for or scroll to locate and select the Estimates option.  

2. The Estimates page will display, including a link to any saved estimates. To create a new 
estimate, click the + CREATE A NEW ESTIMATE button. 

 

3. The next screen prompts the 
patient to select where they 
want to have the procedure 
completed.  (NOTE:  If the site 
it not listed, that site is not 
yet live with the patient 
estimates feature of MyChart.) 

 

 

 

 

 

4. A Categories window will 
display. Here, patient can locate and click to browse a category or use the search box to search by 
keyboard or CPT© code. 

SAMPLE
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5. The results will display a list of procedures. To select, the patient will locate and click on the 
desired procedure. 

 

6. The insurance information on file will display and prompt the patient to  Use these benefits  or  
Don’t use Insurance  to create the estimate.  

NOTE:  On this same screen, the patient also has the option to update their insurance coverage. 

SAMPLE

SAMPLE

SAMPLE
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7. If using insurance, the system will now pause to verify the patient’s insurance coverage. 

 

8. If unable to verify the insurance, the patient will be prompted to provide their benefit details.  

 

9. If prompted for a service location, the patient will click to select one. 
10. With or without insurance, the final estimate will be displayed for the patient to review. 

 

11. To save the estimate, the patient will first click to check the  □ Yes, I accept  box and then the 

SAVE button. 

SAMPLE

SAMPLE
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Update Saved Estimates 

1. Log in to MyChart account. 
2. From the Menu, search for or scroll to locate and select the Estimates option.  

3. The Estimates page will display The Estimates page will display a link to any saved estimates.  

4. Locate and click on the saved estimate to update or delete. 

5. After review, click on the  UPDATE  button to save or the  DELETE  button to remove the estimate.   

 

  

SAMPLE

SAMPLE
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MyChart Pre-Estimate and Outstanding Balance Payments 
 

Effective January 1, 2022, the Federal No Surprises Act provides new protections for certain unexpected or 

excessive medical bills. In compliance with this federal legislation, we provide patients with estimates, pre-

pay estimates and opportunities to make payments within MyChart.   

Inside your MyChart account, you may find these options within the eCheck-In steps or from the Menu > 

Billing section. 

eCheck-In Payment  

Up to seven (7) days in advance of an appointment, patients are encouraged to complete an online eCheck-

in.  Doing so will help reduce your time at the registration desk when you arrive for your appointment. 

As a part of the eCheck-in process, you may see a section labeled Payments.   

1. The Payments section allows you to view their Estimate Summary, Prepay an amount from the 
estimated out-of-pocket expense, and pay their Outstanding Balance, if applicable. 

 

Estimate Summary 

Most scheduled services will have an estimate generated prior to the services. The estimate is 

based on information known at the time the estimate is created.  

To see detailed information about the estimate, click on the View estimate details link. 

 

 

Website Mobile 

Sample
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Prepay 

Prepay is the estimated amount for the upcoming service you may owe out-of-pocket, based on 

insurance or no insurance. 

This section provides three payment 

options: 

• Amount Due. When selected, you will be 
prompted to provide a payment method. 

• Other Amount. Enter the amount you wish to 
pay and proceed to the payment method. 

• Pay at Arrival.  Provides you an opportunity to 
bypass making a pre-payment during 
eCheck-In. You will be asked again at the 
time of your arrival.  

 

 

 

 
Outstanding Balance 

If have an outstanding balance, the patient is given the opportunity to pay during eCheck-In. 

The patient is given similar choices to pay the full amount, other amount or pay the outstanding 

balance later.   

 

 

 

Mobile 
Website 

Mobile Website 

Sample
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2. After making payment selections, scroll to the bottom of the page and select NEXT. 

 

Financial Assistance 

If eligible, you may receive a link in MyChart to apply for financial assistance online.  

 

If you are not interested, you can simply choose the option to decline.  

   

  

Mobile Website 
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Menu > Billing Options 

From the MyChart Menu, you will find a section labeled Billing. Use the Estimates option to locate 

and view details of estimates.  

Additionally, all estimates generate a letter that can be viewed and/or printed by clicking on the 

View Letter button. 

 

 

 

 

 

 

 

 

 

 

 

 

  

Sample



 

MyChart® is a registered trademark of Epic Systems Corporation.                        83 

Insurance 
You can keep your insurance information updated and manage it easily  within MyChart. In addition, follow 

the status of your claims, deductibles and out of-pocket expenses. 

Insurance Summary 
1. To review the insurance information your clinic has on file, go to Insurance > Insurance Summary.  
2. To update your insurance information, make any of the following changes: 

• Request a change to an existing coverage. 

• Remove a coverage. 

• Add a new coverage. New coverages are submitted for verification when you log out of 
MyChart. 

 

Upload Insurance Card Photos 
Optionally, inside of MyChart you can upload images of your insurance cards. To do so, you will first need to 

take a picture of both sides of your cards and save the pictures to a location that is accessible to you when 

logged into your MyChart account (MyChart website or MyChart Mobile).  

1. Log into MyChart account. 
2. From the Menu, search for or scroll to locate and select the Insurance Summary option.  
3. Select the Add insurance card photos box.  

SAMPLE
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4. Chose the option to Add front. Browse to the location of your stored card photos and select the front 
picture photo. 

5. Chose the option to Add back. Browse to the location of your stored card photos and select the back 
picture photo. 

6. Click the Submit button. 

Insurance Coverage Details 
1. Go to Insurance > View coverage details  to see more information about the insurance coverage 

we have on file for you. 
2. The Coverage Details window will display a list of your insurance accounts, member numbers and 

date of birth. If you have a question regarding coverage, click Customer Service Request to send a 
message to customer service staff. 

Referrals 
Use the Insurance > Referrals option from the Menu or click the member’s name on the Coverage Details 

screen to display a list of referrals and their status.  Each referral has a Referral number associated with it. 

You can click on the referral number to display the details and current status for each. 

SAMPLE
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SAMPLE
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Sharing Hub 
The updated MyChart has been redesigned to better help you find the appropriate 
sharing options.  To use the MyChart record sharing features, click the Menu button, and 
select the Sharing Hub. 
 

 
 
WHO: 
From the Sharing Hub screen, 
review the sharing options and 
click the box that represents 
who you would like to share 
your information with. 
 
 
HOW: 
From the next Sharing Hub screen, select how you would like that information shared. 
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School Health Report 

You can download a streamlined printable School Health Report from MyChart that includes key details for 

school forms such as basic demographic information, allergies, current medications, current immunizations, 

health issues, and a current care team list.  

  

This report provides a simple and comprehensive health summary that most schools, day cares, and similar 

organizations require annually.  Instead of needing to pool information from multiple separate activities, 

you can now use a printer-friendly option that is simple to utilize.  

Sample
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Find the new School Health Summary on the Sharing Hub > Anyone Else card of the Sharing 

Hub>Download School Health Report button. 

 

Share Everywhere 

Share Everywhere is a way for you to share your medical information with the people who are taking care of 

you.  Using your MyChart or MyChart mobile account, you can generate a share code and provide it to the 

person you want to share your health data with. This might be a doctor, chiropractor, physical therapist, 

dentist, or school nurse, for example.  The share code recipient enters that code and your date of birth on 

the Share Everywhere website to receive one-time, temporary access to your health information. The 

person who views your information can also write a note back to your health system to help keep your care 

team informed of the care they provide. 

Because Internet access is all that is needed, even a provider across the world could view your patient chart 

to provide care. 

You can generate a share code from the new Share Everywhere activity, which is accessible under the 

MyChart Menu > Sharing > Share My Record option. 

 

 

SAMPLE

Sample Sample
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You will provide the Name of person you want to share your records with and click the REQUEST SHARE 

CODE button. 

You can then share this code with the provider and the provider can enter the code on a publicly accessible 

Epic-hosted website (ShareEverywhere.com) to review your information, including allergies, medications, 

health issues, immunizations, test results, past visit summaries, and code status. 

The provider will be able to see the same information you can see in your MyChart account. 

Request Release of Information Records 
 

MyChart has a dedicated activity for you to make release of information requests.  

To locate this request form, click the Menu button and select the Sharing Hub. 

 

 

With the Sharing Hub displayed, locate, and click the option to Request formal copy of health 

record. 

 

Complete the questions displayed and from the locations listed, select the location or locations to 

be included in the request. 

Sample
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If you have any specific 

instructions regarding the 

information request, please 

use this section to describe. 

When complete, click the 

Continue button.   

A summary window will display allowing you an opportunity to review your request information.  

Please review the information on this page and confirm your consent by clicking on click the  I 

agree checkbox. 

Click the Submit request button. 

Link My Accounts 

This is a feature that allows your information (not any proxy information), from all Epic Organizations, to be 

merged into one MyChart Account.  This allows you to log in to MyChart once to access multiple MyChart 

accounts for different Epic locations. 

Sample

Sample
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Allergies and health issues from all 

organizations appear together to give you  a 

fuller picture of your healthcare.  Medications 

from all organizations are also available but in 

separate lists to prevent potential safety 

issues.  Care team members are also included.  

If you have  an active MyChart account at 

other organizations, you  can also see test 

results, messages, and appointments in a 

combined view and take follow-up actions, 

such as sending a message, without having to 

log in to a different account. 

Before you can see information from other 

healthcare organizations when logging in to a 

MyChart account, you must connect those 

accounts and give consent for your 

organization to access the  data.  You are  prompted to link any other accounts after you log in to 

MyChart. Only organizations that have implemented Happy Together and have shared or received your 

information through Care Everywhere appear in the list of organizations to connect.  

 

You can choose yes or no and make changes at any time if you change your mind.  You can do this by using 

the Manage my Account feature located under Profile.   

 

Lucy 

When you receive care from organizations other than ours, it can be difficult to keep track of all your 

medical information. MyChartCentral provides you with a central access point for all your MyChart accounts 

where you can access all accounts using a single username and password. MyChartCentral also provides you 

with Lucy which is a personal health record that gives you a permanent home to organize all your medical 

information, regardless of where it came from. If you change insurance or move away and need to leave 

your current healthcare organization, Lucy will follow you. 

In short, MyChartCentral is the hub from which you can access all of your MyChart accounts. Lucy is your 

personal health record stored within the hub,  and it contains your medical records.  

1. If you would like to use 

this optional MyChart 

feature, from the Menu 

search for and select 

Sharing > Lucy. On the 

sign-up screen, check 

the features you agree 

to and click the Link 

me with Lucy and 

MyChartCentral 

button. 

Sample
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2. Next, select the 

choice to either 

Create a New 

Account or Use an 

Existing Account.  

 

 

 

 

a. If you chose 

the option to Use an Existing Account, you 

will be prompted to provide your username 

and password.  

 

 

 

b. If you choose the option to Create a 

New Account, you will be prompted 

to complete a series of new account 

information steps. 

 

 

3. When logged in to your MyChartCentral 

account, you can add other healthcare organizations.  
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4. From the menu, click Lucy to locate, view and edit your personal health record, request medical 

documents, and upload your own documents.  
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Resources 
In the Resources section, we have provided you with tools to help you manage your health and your MyChart 

account.  You will find the following Resources options located under the MyChart Menu. 

 

 

Search Medical Library 

Here, search our health reference library for information on medications, procedures, medical conditions 

and more.   

In the Find Information on: box, type in a word or phrase to describe what you are looking for and click the 

Search button.  

 

A list of search results will display where you can click to view the individual articles. 

SAMPLE
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Education 

Education tasks assigned to you by your care team can be found under the Education option. Each 

education task will contain an Open Education button that can be used to open, review, and complete 

the task.  

 

Video Library 

Discover more MyChart features through a centralized video library on the MyChart site and the mobile 

app. Here you can watch a number of short, easy to follow videos that will help walk you through a 

number of popular MyChart features. 

 

 

To get to the video library, simply click on the MENU 

button and select the Learning Library option found under 

the Resources section. 
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Inside the new Learning Library, the short videos are organized into categories like Using MyChart 

Features and How to Share Your Health Record.  

 

Support 

In addition to the information presented in 

this document, we have prepared a number 

of learning tools that can be found by going 

to the Menu and selecting Support. 

Be sure to explore these documents and 

videos to learn more about the MyChart 

features.  

If you get stuck and need our assistance, 

please call the MyChart Help Desk at (320) 

240-7897 between 8:00 am - 4:30 pm, 

Monday-Friday. 
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Account Settings 
The Account Settings section offers you opportunities to change and personalize many of your MyChart 

settings, including the following: 

 

Personal Information 

You can update your address, phone number, or email address at any time so that your clinic always has the 

most up-to-date information in your record. 

1. Go to Account Settings > Personal  Information. 

2. Click the EDIT button to view and make changes to the Contact Information, Details About Me or 

Family & Friends sections. 

 
3. Enter the new information and click the SAVE CHANGES button. 
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Security Settings 

Use the Security Setting section to Change Your Password or sign-up to add our optional Two-Step 

Verification Setting.  

1. Go to Account Settings > Security Settings 

2. To Change Password, provide the Current Password and then create and confirm a New Password. 

3. Click the Save password button to save the new password. 

 

4. Optionally, if you would like to sign up for our Two-Step Verification Setting, click the option to 

Turn on two-step verification. 

a. Because the two-step verification sign-in process uses your email or phone number to 

communicate a code to you, you will be asked now to verify that information. For security 

purposes, you will also be asked to provide your password. 

 

b. Click Continue. 
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c. Next you will be asked how you would like to receive the code.  Click the Send to my email or 

the Text to my phone button to make your choice.  

d. Based on your response, you will receive a message that a code has been sent to your email or 

phone. 

 

e. Look at your email or phone for the code. 

f. Type in the code and you should now be logged in to your MyChart account. 
 

Please note that going forward, each time you log in to your MyChart account you will be 

prompted to provide the code. The code again will be found either in your email or as a text 

message.  

If at any point, you decide you do not want to use the two-factor verification method to log in, 

you will want to come back to this same page (Account Settings > Security Settings) and turn this 

feature off. 

 
The option to deactivate your account can also be found under the Menu / Security  Settings. 

When you deactivate your account, 

you will automatically be logged out 

and cannot log back in.  Canceling 

your MyChart account does not 

delete any of your medical 

information and associated data. If 

you have allowed others proxy 

access to your account, they will still 

have access to your account.  

If you deactivate your account, you 

can sign up for a MyChart account in 

the future by contacting your clinic or help desk to reactivate your account. 

Personalize 

Use the Personalize section to personalize how MyChart appears for you and each of your family members. 

For each account you can: 

 Specify the color scheme. 

 Change the name that appears on that person's tab. 

SAMPLE
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 Add or change the photo. Note that photos you upload to MyChart are visible to medical staff and 

should only show a person’s face.  

To personalize a MyChart account, complete the following. 

1. Go to Account Settings > Personalize. 

2. Click the Edit button. 

3. On the next screen, change the nickname for yourself or a family member, use the drop-down arrow 

list to change the color scheme and in the photo column, click on the edit PENCIL to add or change a 

photo. 

4. When finished, click the Save button to save your changes. 

Change Your Shortcuts 

At the top of the home page, MyChart provides you with four Shortcut buttons that can be used to quickly 

access the four activities you use most. These four buttons can be set to your favorite MyChart features. 

To change your shortcuts, complete the following. 

1. Go to Account Settings > Change Your Shortcuts. 

2. From the Change Your Shortcuts window, click on the arrow key of the button you want to change. 

Select the activity of choice for each button and click on the Save Changes button. 
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View Device Connections 

At any time, you can view a list of devices or apps currently linked to your MyChart account. This feature 

can be found under the MyChart Menu > Account Settings > Linked Apps and Devices. 

You can use the options on this page to remove an app access or device. 

Communication Preferences 

When there is new information available in your 

MyChart account, MyChart can send you a notification by 

email or text message. You can specify your preferences for 

different types of notifications, including new messages, test 

results, billing statements and letters, prescriptions, 

appointment updates and more. 

To access notifications settings, complete the following. 

1. Go to Account Settings > Communication 

Preferences.  
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The communication General section will be displayed on the left side and the Details section 

will be displayed on the right.  

Each category of the Details section display a drop-down arrow key that can be used to 

expand the details, change your settings and includes an additional Advanced Settings 

section. 

Example:  Click Advanced settings to see the messages about your Health options. 

 

2. Make any changes and when finished, click the Save Changes button. 

Other Preferences 

Other Preferences offers you an opportunity to let your scheduling team know your scheduling preferences. 

This is an optional feature, but once completed will be submitted to your care team and considered by our 

staff when setting up your appointments. 

To let us know your scheduling preferences, complete the following steps.  

1. Go to Account Settings > Other Preferences. 

2. The Set Preferences window will display. On this screen, choose the scheduling days of the week and 

time periods that work best for you. Use the Add button to more than one scheduling preference. 

3. When finished, click the Submit changes button. 

 

SAMPLE
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Update Your Secure Contact Information  

Have you ever forgotten your password or needed our help getting into your MyChart account? To assist you with log in 

issues, it is important that we have your up-to-date contact information on file.  

After logging in to your MyChart account, you may notice a message asking you to verify your secure contact 

information.  

Simply click or tap the Update contact info button and complete the contact information.  

After updating your email address, you will receive an additional message asking you to confirm your email. 

 

Please review any additional Contact Information screens and select Verify to complete. (see examples below) 

 

  

• EXAMPLE

• EXAMPLE
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Other 

MyChart Spanish 
 

MyChart is now available in Spanish. Using the new MyChart Spanish feature, you can access your 

health information and self-service options like messaging, appointment scheduling, bill pay and 

more, in your preferred language. 

Switch to Spanish 

There are two ways in to switch from 

English to Spanish, as follows. 

Before MyChart Login 

At the MyChart login page, there is a 

button labeled Ver en Español displayed in 

the upper-right hand corner of the 

window. To switch to Spanish, click this 

button and then proceed with your secure 

login.  

 

After MyChart Login 

Logged into their MyChart accounts, you can also easily switch from English to Spanish or vice versa.  In the 

upper right-hand corner of the MyChart Home page, you will see a world icon with a drop-down arrow key 

that can be used to display and make your preferred languages choices. 
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MyChart Mobile 

MyChart Spanish is also available on MyChart Mobile. On the mobile device, 

MyChart follows the designed language set on the device, so to use the 

Spanish version of MyChart Mobile, the user just needs to have Español set as 

their preferred language.   

 

View MyChart Records 

Inside of MyChart Spanish, you will see many sections, reports and features 

displayed in Spanish.  Some parts of your legal medical record are documented 

in English and cannot be translated. This includes clinician notes, 

pathology/radiology reports, test results, diagnosis, and medication names. 

 

 

Forgot MyChart Username or Password 

If cannot remember your login name or password, on the MyChart sign-in page locate and click the link 

below the login or password field for assistance.  

You will be prompted to answer some security questions to verify your identity. If you still have trouble 

logging in, contact the MyChart help desk at (320) 240-7897 between 8 a.m. and 4:30 p.m., Monday-Friday 

to help you regain access to your MyChart account.   
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High Contrast Theme 

MyChart Homepage has a high contrast option. To enable High Contrast, click on the High Contrast Theme 

link on the bottom of the login screen. 

 

MyChart Mobile App 
MyChart is also available to use on your mobile device and can be downloaded to both Apple iOS and Android 

devices.  The MyChart Mobile app is a great tool to use to manage your health information on the go.  

Download the MyChart App 
To install the MyChart app, go to the App Store or Google Play Store and search for "MyChart.” 

MyChart Mobile is a free app and there is no cost associated with using it. 

Set Push Notifications 
The mobile apps version contains the same features as the MyChart website, including messages from your 

care team or a new test result. If you opt to allow push notifications for this app on your mobile device, you 

can also receive notifications of new account activity without even being logged into the app. Once the 

notification arrives, a simple tap on the message will launch you directly in the MyChart Mobile App. 

To allow Push Notifications complete the following steps. 

1. Log in to your MyChart Mobile account. 

2. Tap the name bubble that represents you. (Example:  A for Amanda’s account). 

 

3. Tap to select Account Settings. 

4. On the Accounts Settings page, click the button to turn 

on Push Notifications. (NOTE: If you do not have 

notifications for MyChart Mobile set to Allow 
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Notifications in your device settings, you will be prompted to go to your device Settings and enable 

MyChart notifications.) 

5. Tap the < Back button return to the home page. 

 

 

With the push notifications turned on, you can now expect to see messages pushed directly to your mobile 

device. To act upon the notification, simply tap to launch directly into the MyChart Mobile app.   

Sample Android Push Notification Message  

 

Sample Apple IOS Push Notification 
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Use Biometric Login Options (for Android devices only) 
If you have  MyChart Mobile app installed on an Android device, you can quickly log in to MyChart with the 

biometric login methods, including facial recognition, iris recognition and fingerprint login. These biometric 

login methods available are dependent on what is supported by your device, as not all devices support all 

methods. 

If your device does suppose these login options, you can enable or disable them from the Account Settings 

screen. 

 

 

Create Your Own Reminder Tasks in MyChart Mobile 

You can improve your own accountability by signing up to have MyChart 

Mobile remind you when it's time to complete a health-related task.  For 

example, you might create a reminder to do physical therapy exercises 

every other day or take an over-the-counter allergy medication that's not 

part of your medication list.  

To create a reminder task, click or tap the More tab at the bottom of 

the To Do activity in the MyChart mobile app and then select Create 

Task. In the task editor, you can enter a name and description for the 

task, along with when it should be completed and how often. After a 

task is created, it appears in the To Do activity and you will receive 

notifications for it.  

You can also use the More tab to adjust your notification settings. 

 

 

• EXAMPLE
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Fin 
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In compliance with the Federal 21st Century Cures Act, patients have access to test results in MyChart at 

the same time as your physician or advanced practice provider (APP). In some instances, you may even see 

your results before your physician or APP.  Real time access to your electronic medical records provides 

you with an opportunity to manage your health care while also supporting the conversations you have with 

your care team. 

Locate and View Test Results 

After test results are released to your MyChart, you can view them in the Menu > My Record > Test 

Results feature. (Optionally, you may also have a Test Results short-cut button that can be used to find 

and review your results.) 

 

The Test Results screen will display a list of recent 

tests. The list is displayed in chronological order from 

newest to oldest and contains the name of each test 

and the provider who ordered it. 

 

NOTE: To display labs taken while hospitalized, tap 

the Yes option. 

Test Results 

Sample

Sample
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To view the details of lab, locate the lab and click to open the Lab Details. 

 

Of course, your labs are unique to you and your health, but for the purpose of learning, below are two 

sample labs. The first example displays the details of a Prothrombin Time and INR lab. Reviewing the 

details, the patient can see their current score and compare that to the normal range. Tapping the 

Additional Information option can be used to display the ordering provider, date/time, lab status and more. 

 

The second example displays a sample of an Electromyogram – Nerve Conduction test. 

 

Note in this example, that a 

banner is displayed across the 

top indicating that the care 

team has not yet received the 

details of this lab. 

 

As already mentioned, there 

may be times where the work 

in the lab is completed, and 

the results are pushed out to 

your MyChart account before 

your provider or care team 

member have a chance to see 

it.  

MyChart Lab Results, Page 2 

Sample

Sample

Sample
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Print Lab Test  

 

If you are logged into your MyChart account from a computer or laptop, you have the option to print your lab 

reports to your printer. To do so, complete the following steps. 
 

1. Log in to MyChart on your computer or laptop. 
2. Locate and select the Test Results option. 
3. Locate and click on the lab title to open it. 
4. With the lab details displayed, locate, and click the printer icon.  

 

5. The Print window will display your default printer and printer settings. If necessary, make any changes to 
this screen and when ready to print, click the PRINT button. 

 

 

 
 

 

MyChart Lab Results, Page 3

 

Sample

Sample
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Trend Test Results 

MyChart also offers an option to view lab result Trends. Trended lab results simply show a visual 

representation of your test results over time, usually in a chart format. 

Trended views provide a great way to observe trends and help you stay on top of your health. To view lab 

result trends, complete the following steps. 

1. Log in to MyChart on your computer or laptop. 
2. Locate and select the Test Results option. 
3. Locate and click on the lab title to open it. 

4. With the lab details displayed, locate, and click the View trends option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Optionally, use the filter options to adjust the time periods. 

 
 

 

Download Test Results 
If you would like a copy of your test results over time, you can now also download a PDF so you can print, 

store, and send it electronically as needed. To download test results, complete the following steps. 
 

1. Log in to MyChart on your computer or laptop. 
2. Locate and select the Test Results option. 
3. Locate and click on the lab title to open it. 
 

MyChart Lab Results, Page 4
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Sample
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4. With the lab details displayed, locate, and click the Download button.  

 

5. After the document has been downloaded as a PDF, it will open in a format similar to the example below.  
 

NOTE: To see and use this feature on 

the MyChart mobile app, you must 

update the app to version 10.4 or 

higher. 

 

 
 

 

Receive email or text messages when new results are available 
If you would like to receive notifications when test results are available, complete the following steps.  

1. Log in to your MyChart account. 
2. Go to the Menu and select 

Account Settings > 
Communication Preferences. 

3. Under Details, expand 
the Health section. 

4. Select Advanced settings. 
5. Under Test Result, toggle the 

slider next to the communication 
option you prefer. When it is 
green with a check mark, the 
communication type is enabled. 

6. Click Save Changes. 
 
 

 

 

 

 

 

For assistance contact the MyChart Help Desk at (320) 240-7897 between 8:00 am - 4:30 pm, Monday-Friday. 
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