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How Do I Request my Records in MyChart? 
This tip sheet describes how to request your record via MyChart. 

 
Try It Out! 

 

1.  Upon logging into your MyChart account, navigate to the Your Menu icon and scroll or search for 

Sharing.  

 

 

2. Select Sharing Hub under Sharing menu. 

 

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

 

 
 
 

There are two options to request formal copy of Health Records 

• Send to Self 

• Send to Someone Else 
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Option 1 - Send Copy to Me 

 
1. Complete section: Submit a new request for a formal copy of your health record 

 

 
 
 

2. Click the I agree check box to Consent for release of information and click Send request 
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3. Requested Records displays the status of your request. 
 

 

 
 

 

 

 
Option 2 - Send Copy to Someone Else 

 
1. Complete section: Submit a new request for a formal copy of your health record. 

• Select Someone Else, enter information and click Continue 
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2. Click the I agree check box to Consent for release of information and click Send request 
 

 

3. Requested Records displays the status of your request. 

 

 
***Special Note*** 

 

For medical record requests that are being sent to someone other than yourself please allow 7 business days 

before confirming with the receiving party. If there are any questions, please contact the Wellstar Health 

Information Management Department at 470-732-3910 

 

 

 



 

  Revised 10.31.2022 5 

 
How to see the status of the request 

 

1. Search document center from the search menu 

 

 

2. When the request is processed, click Download to view the record. 

 

 

Note: If you have any other questions or need further assistance, please contact our service desk. Hours are Monday 

through Friday, 8:30 a.m. to 5:00 p.m. You can contact the MyChart Service Desk by phone at 470-644-0419, by e-mail at 

mycharthelp@wellstar.org, or by fax at 770-999-2306. Remember, MyChart is NOT to be used for urgent needs. For 

medical emergencies, dial 911. 

 
Please note: If you need further assistance, please contact the MyChart Service desk hours are Monday 
through Friday, 8:30 a.m. to 5:00 p.m. Phone: 470-644-0419 Fax: 770-999-2306  
Email: mycharthelp@wellstar.org 
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