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1. Once signed into MyChart, click on “Menu”

f;ué%‘f 6- 5 Logout

n 2o B0 -
B2 Messages (@, Test Results 2 Digital Care E’t 6 Onbase »

Welcome!

§. You currently do not have verified contact information on file. Update your email address .
*% or mobile phone number. Update contact info Care Team and Recent Providers

ACP-CVRC-CMATEST

! Amount Due B Geriatrics

You owe $408.00 ,.la Duke Medicine Service Area

Guarantor #11 View details

Michele Roberts Casey
Family Medicine

3 Download the document you requested on Thursday February 22, 2024.
= Download document

B viewall (9)

See provider details and manage &

New letter received Friday December 08, 2023 from Michele Roberts Casey. ~
U View letters

A Annual Visit/physical/well Child Check is overdue. ) )
View details

@ View all (4)

2. Next, under the “Communication” section select “Request a Record”:

Q search the menu

Find Care

@ Schedule an Appointment
Qy E-Visit

R View Care Team

Q_ Search for Provider

Q@ Find Urgent Care
Communication

[ Messages

) AskaQuestion

& Letters

[J cliniccalls

[3 Request A Record
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3. This will take you to a screen where you can request a formal copy of your health record to be sent to you via
MyChart.
a. Step 1: For now, records can ONLY be sent to the patient as indicated by the “Me” button. The
“Someone else” option is currently greyed out and CANNOT be selected at this time.
b. Step 2: Input the dates for the information you are requesting.
i. Take note —The only records available to request in the Electronic Health Record are from

October 2013-present. If a date prior to 10/2013 is entered, the patient will get the below error
message.

S @ D

= n ) @5
e Menu % Visits [ Messages & TestResults | [@ Digital Care E 6, -

Request Formal Copy of Health Record

Request your medical record from your healthcare provider by answering a few questions. This request requires processing by your healthcare organization and might take a few days.

Submit a new request for a formal copy of your health record
*Indicates a required field.

*Who should w

Me  Someoneelse

o We do not allow sending a formal copy of your record to someone else through MyChart. To request records to send to a third party or records not contained within the Electronic Health
Record, go to Communication on the MyChart Home page, select "Ask a Question” then select "Request Duke Records.” Please include the third party name, address, phone number,
email address and fax number, if applicable. Records will be mailed unless otherwise specified.

rformation from

@ Records available in Electronic Health Record from October 2013 to present

* *
IOL‘GI“ZOO9 IE IOl 01/2013

J=

This can't be earlier
a Thisé earlie
than 1(

Enter a valid date range as shown:

E?E%t & - D Logout

e Menu 9 vVisits [ Messages & TestResults [@ Digital Care

Request Formal Copy of Health Record

Request your medical record from your healthcare provider by answering a few questions. This request requires processing by your healthcare organization and might take a few days.
Submit a new request for a formal copy of your health record

*Indicates a required field.

*Who's
Me  Someoneelse
@ We do not allow sending a formal copy of your record to someone else through MyChart. To request records to send to a third party or records not contained within the Electronic Health

Record, go to Communication on the MyChart Home page, select "Ask a Question™ then select "Request Duke Records." Please include the third party name, address, phone number,
email address and fax number, if applicable. Records will be mailed unless otherwise specified.

formation from

o Records available in Electronic Health Record from October 2013 to present

. .
10/01/2013 M 01/01/2023 ()
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ii. Step 3: Select the information you are wanting to request by clicking on “include”. Once
selected, the “include” box will turn “blue”.

e To learn more about the information under each selection, click on “What is this?”

iii. Step 5: Once all selections are made, click “Continue”

';%ﬁ O v [ logout

*What information do you want included in the record?
Immunization Record Include
What is this?

Abstract / Summary Include

What is this?

Consultation Report Include

What is this?

Discharge Summary Include

What s this?

Emergency Department Notes Include

What is this?

History & Physical Report Include 3

What is this?

Laboratory Reports Include

What is this
Operative / Procedure Reports Include
What is this?

Pathology / Cytology Reports Include
What is this’

Physical / Occupational Record Include
What is this
Radiology Reports (images / photos not included) Include
What is this?

5

4. After you click “Continue” you will be taken to the following page showing a summary of your selections to
include dates of service and information to be released.
Under “Consent for Release of Information” check the “I agree” box and then hit “Send Request”

- " N @56)
e Menu D Visits [ Messages & TestResults [@ Digital Care e eww cw

Request Formal Copy of Health Record

Request your medical record from your healthcare provider by answering a few questions. This request requires processing by your healthcare organization and might take a few days.

Submit a new request for a formal copy of your health record
Please review your responses. If everything looks correct, click or tap Send request.

Question Answer

Who should we send this record to? Me

What dates do you want information from? Date range

From 1/1/2023

To 1/1/2024

What information do you want included in the record? Consultation Report, Discharge Summary, Laboratory Reports, Operative / Procedure Reports

I Consent for release of information I

lagree
e

itive information, inc

al and behavioral health, genetic testing, HIV/AIDS or other communicable diseases. | understand that

nformation and that the information may be re-disclosed by that person.

Back to Sharing Hub
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5. After, clicking “Send Request,” you will be taken to another page showing that your request is being prepared.

™ visis & Messages A Test Results 0] Digital Care

Previously Requested Records =

This is where your requested medical records appear for download.

Note: If your file is password protected, you will need use a third-party software to decrypt and open the file. Trying to open using Windows
default software will generate an “incorrect password” error. Some valid options include:

WinZip (Get it here)
7-Zip (Get it here)

If you would like to view additional instructions, click here.
How to Access Your Files v

Recently Requested Records A

Formal copy of your health record (i)
Requested 05/03/2024
Your request is being prepared...

our downlioad Is reagy

‘ Cancel ’
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HOW TO LOCATE YOUR REQUESTED RECORDS ON MYCHART:

1. Click on the “Menu” button:

g 6 base v

Welcome!

§), You currently do not have verified contact information on file. Update your email address ~ -
*% or mobile phone number Update contact info Care Team and Recent Providers
ACP-CVRC-CMATEST
Du Service Area
a

You owe $408.00

Michele Roberts Casey
B Famity Medicine
Download document

New letter received Friday December 08, 2023 from Michele Roberts Casey
bd View letters

2. Then, scroll down to the “My Record” section and then select “Document Center”:

\ My Record

CoviD-19

» B

NIRCN - NN

NEPH Y
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3. Next, click on “Previously Requested Records”

@ Menu (% visits [ Messages A TestResults | [@  Digital Care

Document Center

Please select the option that most closely matches the information you would like.

View, Download, or Send Visit Records
These include details such as:

Health Issues
! ns

Previously Requested Records
Download medical records you specifically requested. Records are
available for download up to 90 days after the date of request.

Plan of Care

My Documents

Who's Accessed My Record?
Sign, view, download, and print documents you have on file.

View actions of people who have accessed your record.

Back to the home page

4. Your requested records if ready will have the “Download” button. Click on the “Download” button

e Menu [ Visits [ Messages A TestResults [ Digital Care

Previously Requested Records /=)

This is where your requested medical records appear for download.

Note: If your file is password protected, you will need use a third-party software to decrypt and open the file. Trying to open using Windows
default software will generate an “incorrect password” error. Some valid options include:

WinZip (Get it here)
7-Zip (Get it here)

If you would like to view additional instructions, click here.
How to Access Your Files v

Recently Requested Records A

Formal copy of your health record ()
Requestec

Au

Reque
Expires 08/01/2024

5. After clicking on the “Download” button, the following message will appear. If you wish to continue click on
“Download”
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Confirm download

Once you download this file, it will no longer be secured by MyChart. Other apps on your
device might have access to this file. Do you want to continue?

6. After you click on “Download” your downloaded records will appear under your “downloads” in your internet
browser. Click on the downloaded zip file.

«|logn Y OADsbosd Y K . | Mequested Recoed.2ip 4 i

WW/I s “'/’%IIIIIIIIIIIIII'////A
e Mew () Viits () Messages (&) TestResutts ) Digitalore

Previously Requested Records =)

This is where your requested medical records appear for download

Note: If your file Is password protected, you will need use a third-party software to decrypt and open the file. Trying to open using Windows
default software will generate an “Incorrect password” error. Some valid options Include:

WinZip (Get It here)
7-Zip (Get It here)

If you would like to view additional instructions, click here.
How to Access Your Files v

Recently Requested Records A

7. After you clicked on the downloaded zip file a Sharedrive folder will appear. The folder will contain the cover
letter and the EMR reports of the requested records.
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8 oo 5@
i . e
Previously Requested Records | =

Share  View | Compressed Folder Tools

(2]
This is where your requested medical records appear for downl |-
e
Note: If your file is password protected, you will need use a th -
default software will generate an “incorrect password” error.
4+ F > T™isPC > Downloads > Requested Record.ip vo b
WinZip (Get it here) - - Password
7-Zip (Get it here)
& Cover Letter 905
If you would like to view additional instructions, click her & EMR Report 2OF
How to Access Your Files v s pe
3 30 Objects
Recently Requested Records A B Deskeop
2 Documents.
Formal copy of your health record () | & oownlosas |
Requested Record.z 3 Musc
& Pictures
B Videos
48 Windows (C)
Formal copy of your health record ()
Automated ¥ >
ted 2items
Expires 07/3

Crprre e rreve s e

Formal copy of your health record ()

8. Records are available to download in MyChart for 90 days.
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