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How Do I Request My Records in MyChart? 
 

1. Log in to your MyChart account and navigate to the Menu Icon. Scroll or search for Sharing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Sharing Hub from the Menu 
 
 

 
3. Sharing Hub page, scroll down to bottom of the page and select Request formal copy of health record 



Request Your Records via MyChart 

 

 

4. Select the organization that you would like to send this request to: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Complete section: Submit a new request for a formal copy of your health record. * indicates a required 
field. 



Request Your Records via MyChart 

 

 
 

6. Read and click I agree check box to Consent for release of information and click Send request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Requested Records displays the status of your request. 
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How to see the status of your request 
 

1. Select or search for Document Center form the menu 
 
 

 

 
2. Click on Requested Records 
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3. When the request is processed, click Download. 
 
 

 
4.  The Confirm download box will appear.  Click Download and use the password displayed in the Confirm 

download box to save the record to your device.   
Note: Windows Explorer zip tool will not open this file.  You may need to use another zip tool such as 7-Zip, 
WinZip or PKZip. 
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Have Questions? 
Click on send us a customer service request and select Medical Record Request Follow-Up Questions. 
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