
1. Click on “Messaging” on the top Bar and select Ask a Question. 
 

2. Click on “Ask a Question” 
 

3. Next,  select Customer Service Request 
 

4.   Enter a subject in the Subject field. (This is a required field) 
 

5.  Click on the Arrow to see a drop down menu. 
               Select “Medical Record Request” 
 

6.  Enter the Medical Records you are requesting. 
              Please make sure you include the following information in the Message Box 
                              a.  Patient First and Last Name 
                              b.  Patient Date of Birth 
                              c.  Date of Services 
              d.  Where to send the records 
                              e.  Any other important information  
7.   Click SEND to send the request 
8.   Click Cancel to cancel the request 
 

How to Request your Medical Records via MyChart 

Scroll down to see screen shots of each step. 1 



1.  Click on Messaging 
Click on Ask a Question 
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How to Request your Medical Records from MyChat 
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How to Request your Medical Records from MyChat 

2. Click on  
Customer Service Question 



4.  Click on the Arrow to 
show the drop down 
menu and select 
Medical Record Request 
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How to Request your Medical Records from MyChat 

3. Enter a subject(*) in the Subject field.  
*This is a required field 
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5.   Enter the Medical Records information that you 
are requesting. 
Please make sure you include the following 
information in the Message Box 
                              a.  Patient First and Last Name 
                              b.  Patient Date of Birth 
                              c.  Date of Services 
              d. Where to send the records 
                              e.  Any other important information  

How to Request your Medical Records from MyChat 



6.   Once you have entered your information  
click on SEND to send the request  
                           
                     7.  Use CANCEL to cancel your request 
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