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Account Settings: Change Your Shortcuts 
 

 
You can change the shortcuts you see in the menu bar at the top of each page when 

viewing your MyChart account. 

1. Select the Menu 

 
 
2. Under Account Settings, Select Change Your Shortcuts 

3. Select a shortcut and choose a shortcut from the list. 
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4. Select Save changes 
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Account Settings: Change Password 
 

 
1. Select the Menu 

 
 

2. Under Settings, select Change My Password  

 
 

3. Enter your new password into the Password and Confirm password fields, then click Submit 
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Account Settings: Multi-factor authentication 
settings 

 

 
1. Select the Menu 

 
 

2. Under Settings, select Multi-factor authentication settings  

 
 

3. If you have multi-factor authentication ENABLED for your Sentara MyChart account, you can follow 
the prompts on the page to disable multi-factor authentication 
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4. OR if you have multi-factor authentication DISABLED for your Sentara MyChart account, you can 
follow the prompts on the page to enable multi-factor authentication 
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Account Settings: Communication Preferences 
 

 
1. Select the Menu 

 

 
 

2. Under Settings, select Communication Preferences 
 

 
 

3. Select how you would like to receive your MyChart notifications (email, text, push, call, or 

mail), and then select Save changes 
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Account Settings: reduce number of test result 
notifications (enable daily summary) 

 

 

If you want to reduce the number of test result notifications you receive, follow these steps to set up a daily 
test result notification summary. Please be aware that turning on the daily summary may cause you to not 
be notified immediately about your test results! 

 
1. Select the Menu 

 

 
 

2. Under Settings, select Communication Preferences 
 

 
 

3. Select Health (in the "Details" column) 

4. Select Advanced Settings 
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5. Scroll down to Test Result 

6. Check the box for Receive a daily summary between 8-10 AM on a business day 

 

 
 

7. Select the Save changes button 

 

If you want to undo this action in the future, repeat the above steps but uncheck the box (instead 

of checking it). 
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Account Settings: Deactivate Account 
 

 
1. Select the Menu 

 

 
 

2. Under Settings, select Deactivate Account 
 

 
 

 
3. Select Deactivate 
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Account Settings: Update Personal Information 
 

 
1. Select the Menu 
 

 
 
2. Under Settings, select Personal Information 
 

 

 
3. On the page, you can click Edit under Contact Information to edit your contact information (1), or click 

Edit under Details About Me to edit your personal details (2), or use the Emergency Contacts feature to 
Edit/Remove/Add contacts as needed (3) 
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Settings: Change language 
 

 
1. Select initial/name icon in the top right corner 

 

 
 
2. Select Change language, then pick your desired language to switch to 
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Appointments: Cancel 
 

 
1. Select the Menu 

 
 

2. Under My Record, Select Visits 

3. Select the appointment you wish to cancel 

 

 
4. Select Cancel Appointment 

 
5. Select and/or enter the reason for cancelling your appointment in the comments 

section and then select Confirm Cancellation 
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Appointments: Schedule an Appointment 
 

 
 
 
1. Select the Menu 

 

 
 
2. Under Find Care, select Schedule an Appointment 
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3. Select a provider who matches your needs OR select a specific reason for scheduling an 

appointment, to see your options for appointments. 

• Please note that the list of providers available will be based on who is on your care team 

and providers that you have past and/or future appointments with. 

• Please note that the list of providers shown in this image is just an example – your list may 

differ. 

• Please note that your available reasons for scheduling may differ from what you see in the 

example. 
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3. After you select the provider OR reason for visit, follow the prompts on the screen to pick the right type 
of appointment for you 

• Please note that the prompts will vary depending on the provider, the reason for visit, etc., and 
can include questionnaires 

 

 
 
4. Then, select which location works best for you  

 
5. Then, select a time & date that works best for you. Use the Search Criteria/Filters to filter the 

results as you see fit. 
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6. Under the Insurance on File section you can update, remove, and/or add insurance coverage. Select 

This information is correct once you have made any changes and/or verified the information is correct 

 

8. Review the Appointment details and ADD your comment and/or reason for scheduling the visit 

•  Select Schedule it once you are ready to schedule  
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Appointments: Schedule a Mammogram 
 

 
1. Select the Menu 
 

 
 
2. Under Find Care, select Schedule an Appointment 

 

 
 
3. Select Mammography 

 

 
 
4. Select the mobile van or screening mammogram option 
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5. Complete the screening questionnaire and select Continue 

6. Select the location where you would like to have your mammogram and select Continue 
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7. Select the appointment location & time that is best for you 

 
8. Under the Insurance on File section you can update, remove, and/or add insurance coverage. Select 

This information is correct once you have made any changes and/or verified the information is correct. 
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9. Review the Appointment details and ADD your comment and/or reason for visit. Select Schedule it 

once you are ready to schedule. 
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Appointments: view After Visit Summary and/or 
Clinical Notes 

 

 

1. Select the Menu 

 

 
 
2. Under My Record, Select Visits 

 

3. Scroll down to Past Visits 
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4. Find the past visit you want to view the After Visit Summary and/or clinical notes for, and then select 

either View After Visit Summary or View clinical notes 
 

 
 
 

5. Once the After Visit Summary or Clinical notes (Notes from Care Team) page loads, you can view your 

selected option 
 

Note – if the visit has both options available, you can click the After Visit Summary and Notes from Care 

Team tabs on the left-hand side to switch between them 
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Appointments: use the Wait List 
 

 
The Wait List feature allows you to receive earlier times for your upcoming appointments 

(availability permitting). 

1. Select the Menu 

 
 
2. Under My Record, Select Visits 

 

3. Select the upcoming appointment you want to get an earlier time for (if an earlier time becomes 

available) 
 

 
4. Select Opt in to notifications 
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IF an earlier appointment becomes available, you will receive an alert via text or email. You can 
also see the appointment offer in MyChart. The appointment offers expire and are claimed on a 
FIRST COME, FIRST SERVED basis – make sure to act fast! 
 
(Please review the Account Settings: Communication Preferences section of this document for 
instructions on updating your email/text/etc. notification settings) 

5. Once you’ve been notified of an offer, sign into MyChart and you’ll see your new appointment time 
offer on the home page (you may need to scroll down) 

 

6. Select Accept earlier visit to accept the new time or select Keep existing visit to decline the offer 

7. OR go to the impacted appointment’s appointment details page: first, select the Menu 

 
 
8. Under My Record, select Visits 

 
9. Select Details on the appointment you received an offer for 
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10. Then, select Accept earlier visit to accept the new time or select Keep existing visit to decline the offer 
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Billing: Request Financial Assistance 
 

 
1. Select the Menu 

 

 
 
2. Under Billing, Select Financial Assistance 

 
 
3. Select the person’s bill you need assistance with paying, and then select Next 
 
 

 
 
4. Follow the prompts to complete the financial assistance application
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Billing: View your Account 
 

 
1. Select the Menu 
 

 
 
2. Under Billing, select Billing  
 

 
 
3. You can then view your provider account and/or hospital account. Click View balance details to see more 

information (outstanding balance(s), guarantor information, list of recent payments to the account, etc.) 

 
 
4. You can make payments towards your balance(s) by selecting Make a payment on the balance 

you’d like to make a payment towards 
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5. You can view a PDF of your last statement by selecting Documents and selecting View statement on the 

desired statement 
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My Record: Download Past Visit Records 
 

 

Use MyChart to view, download, or send past visit records 

 
1. Select the Menu 

 

 
 
2. Under My Record, select Document Center 

 
3. Select View, Download, or Send Visit Records 
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4. Download options include a Single Visit, Date Range, All Visits 

 
 
5. Select Download, Send, or preview  
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My Record: Request my Medical Records 
 

 

Use MyChart to request your medical records 

 
1. Select the Menu 

 

 
 
2. Under My Record, select Request My Medical Records 
 

 
 
3. Follow the prompts on the 3rd-party site to request your medical record(s) 
 
Note - Sentara does offer alternative options for requesting your medical record(s). Please go to this page for 
details: 
https://www.sentara.com/patientguide/medical-records/request-your-medical-records

https://www.sentara.com/patientguide/medical-records/request-your-medical-records
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Insurance: Add Insurance Coverage 
 

 
1. Select the Menu 
 

 
 
2. Under Insurance, Select Insurance Summary 

 
3. Select Add a coverage 
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4. Upload the front/back of your insurance card to allow our system to populate your insurance information for 

you OR select the Enter manually button to skip the image upload step. 

 

5. After uploading, verify the information is correct and complete the remaining fields. Select Submit when 

finished. 



41  

 

Messaging: Ask a Medical Question 
 

 
1. Select the Menu 

 

 
 
2. Under Communication, Select Ask a Question 

 
3. Select Ask a medical question, review our disclaimer, then select Next 
 



42  

4. Select the type of medical question you would like to ask. Then, select the provider you would 

like to message. 

 
 
5. ENTER a subject and ENTER the details of your message in the message field. When you are 

finished, select Send to send your message to the provider that you selected. You may attach a PDF 

or picture if needed. * Indicates a required field 
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Medication Refill Request 
 

 
1. Select the Menu 

 

 
 
2. Select Medications 

 
3. Select Request refills 
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4. Select which medication(s) you would like to refill. Select Next. 

 
5. Enter any comments you’d like to add to your refill request (optional). Select the pharmacy you would 

like to use. Select Next and then select Submit to send refill request. 
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Messaging: Archive messages 
 

 
1. Select the Menu 

 

 
 
2. Under Communication, Select Messages 
 

 
 
3. Select the message you’d like to archive, then select the Archive button to move the message to the 

Archived folder 
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Messaging: Review archived messages 
 

 
1. Select the Menu 

 

 
 
2. Under Communication, Select Messages 

 
3. Select Archive. 

 
4. Select the archived message that you would like to view. If you would like to restore the message 

back to its conversation, select Restore Conversation 
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Messaging: View your new messages 
 

 
1. Select the Menu 

 

 
 
2. Under Communications, select Messages 

 
3. Under the message center the number of unread messages is displayed next to each folder. The 

unread messages are bolded. 
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Messaging: View your sent messages 
 

 
1. Select the Menu 
 

 
 
2. Under Communications, select Messages 

 
3. Under Conversations, any message labeled as You was sent by you. Messages in bold are unread 

messages. 

 



50  

 

Proxy Invite (18+ patients only) 
 

 
Proxy access allows another person to access your medical record through MyChart. Adult (18+) patients 
who have an active Sentara MyChart account have the ability to digitally send a proxy invitation to another 
adult (18+) patient.  
 
1. Select the Menu 

 

 

2. Under Sharing, Select Sharing Hub 

 
3. Select Family member, close friend, or caretaker  
 
 



51  

4. Select Manage ongoing access to your MyChart account 

 

 
 

5. Select Invite friends or family 

 

 
 
6. Fill out the required information, review and accept the Terms and Conditions, and select Send 

invite * Indicates a required field 

 

Note: your proxy invite is sent to the email address provided. Please verify you have the correct email 
address entered.  
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7. Whoever you sent your proxy invite to will get this email in the email address you specified. 

They will need to click Accept Invitation to accept the invite. 

 

Note – to use the invite, the person clicking the button must have an active Sentara MyChart 

account. If they do not have an activate Sentara MyChart account, direct them to visit Sign up 

now. Once they have completed the sign up process, they will need to come back to the email 

and click the Accept invitation button again to gain the desired proxy access. 

 

 

 
 

 

 

 

 

 

 

 

https://secure-web.cisco.com/1i80_U3Ve9bgYOkDbcsRm0lIzvI-RHnsEAtq5RT3rwTbqf4yJ7cX28MeF89YgC_BoFZt0oLSUVEOlJ1KajqAglaP89WQFBuC4Ubz6D63RMZJF6Qz7PUXGmUB7NjNURr5YaAh32YurxC3IXj9XM6TTowvDjKBrfrz55441dpEwNO0tpfctMMW7CPWaUPMah5-0paaUZeNw3GmX8SCqn8IPwx1o5_0EuV9T05PRbGiO7L-xyCPUELLDV8-D_boLurr7qwAEIZm2HD8q89q6Jl944V4D1BuLhfZ4duSgBOj-GUdtyphKGW2DjHRtmnm5gqsh/https%3A%2F%2Fmycharttest.sentara.com%2Fmycharttest%2FSignup%3FinviteCode%3DWP-246JeTC7FS4AV0uToMn4LTrAC4p6VfCzOc2ZAOQCEQV0M-3D-24dyrY9Xn8GIG4uhFM7Y8GRc1s7xTLVZqpiOnmTFFkack-3D%26postloginmode%3Dproxyinviteconfirm
https://secure-web.cisco.com/1i80_U3Ve9bgYOkDbcsRm0lIzvI-RHnsEAtq5RT3rwTbqf4yJ7cX28MeF89YgC_BoFZt0oLSUVEOlJ1KajqAglaP89WQFBuC4Ubz6D63RMZJF6Qz7PUXGmUB7NjNURr5YaAh32YurxC3IXj9XM6TTowvDjKBrfrz55441dpEwNO0tpfctMMW7CPWaUPMah5-0paaUZeNw3GmX8SCqn8IPwx1o5_0EuV9T05PRbGiO7L-xyCPUELLDV8-D_boLurr7qwAEIZm2HD8q89q6Jl944V4D1BuLhfZ4duSgBOj-GUdtyphKGW2DjHRtmnm5gqsh/https%3A%2F%2Fmycharttest.sentara.com%2Fmycharttest%2FSignup%3FinviteCode%3DWP-246JeTC7FS4AV0uToMn4LTrAC4p6VfCzOc2ZAOQCEQV0M-3D-24dyrY9Xn8GIG4uhFM7Y8GRc1s7xTLVZqpiOnmTFFkack-3D%26postloginmode%3Dproxyinviteconfirm
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Proxy Access Overview 
 

 

Please review the following information regarding Sentara MyChart proxy access: 

Definitions: 
 

1. “Parent” means an individual with biological or adoptive rights to a child. 
2. “Legal Guardian” means an adult person appointed by a state court to be responsible for 

the personal affairs of either an incapacitated adult or a minor. This person must have a 
court order outlining their responsibilities as a guardian. 

3. “Proxy” as it used here means a person granted the authority to access the medical 
information of another person in order to help manage the care of that person. 

4. “Medical Record” means the documents under Sentara's control, whether paper or 
electronic, that chronologically explain the details of a patient’s history, clinical findings, 
diagnostic test results, pre and postoperative care, patient’s progress and medication. 

5. “MyChart” as it is used here means the electronic patient portal products, web and 
mobile, that Sentara licenses from Epic Systems Corporation and maintains for patients. 

6. “Incapacitated person” is defined as a person who, for reasons other than being a minor 
(child), is unable to receive and evaluate information or make or communicate decisions 
to such an extent that he or she lacks the ability to meet his or her essential needs with 
respect to physical health, safety, or self-care, even with appropriate technological 
assistance. 

7. “Incompetent” as used here, an individual who is unable or incapable of making their 
own medical decisions. 
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MyChart Proxy Access Overview 

MyChart users can use the proxy functionality in Sentara MyChart to give another individual access 
to the medical information in their MyChart account. Please review the sections below for more 
information. 

Proxy Access 

o MyChart users have the option to grant proxy access to another person. 
o Proxy relationships consist of two individuals. One of those individuals is 

the Patient whose medical records are being accessed. The other individual is 
the Proxy who will have access to the Patient's medical information in order to help 
manage the care of the Patient. Any medical information that is made available to you 
in MyChart could also be made available to your proxy if you grant proxy access to 
another individual. 

o If there is information in your medical record that you do not want your proxy to see, 
then you should not grant proxy access to that individual. 

o Please note that, by granting another individual proxy access to your account, you are 
also permitting Sentara and your clinical care team to share medical information about 
you with your proxy. 

 
 

Sentara reserves the right to revoke (put an end to) proxy access at any time for any reason. If, at 
any time, you wish to revoke another individual’s proxy relationship that you have granted, you 
may do so by going to the “Friends and family access” section in the “Share My Record” feature 
and clicking “Revoke” for the relationship you wish to revoke. 

Proxy Access for Minors Ages 14-17 

Parents/guardians may have access to their minor child’s MyChart account up until the child turns 
14 years old. To comply with state law, when a minor patient reaches age 14, the parent/guardian 
will not be able to access the child’s MyChart account without the child’s authorization unless the 
child has been deemed mentally disabled or has granted his/her parent or guardian Proxy Access to 
the child’s MyChart account. 

Individuals age 14-17 may grant Proxy Access to their parent(s)/legal guardian(s) by completing the 
Proxy Access portion of the MyChart Proxy Form (located here), and submitting it to Sentara. If you 
are unable to print, sign, and bring the proxy access form (in person) to your practice, please 
contact your practice (or other Sentara facility, as appropriate) for assistance. 

Proxy access will only be granted to parties with parental rights or legal guardianship over the 
minor MyChart account holder. Sentara reserves the right to request documentation verifying the 
parent/guardian relationship before granting proxy access. If the proxy's legal relationship with the 
account holder changes, the account holder must inform us immediately by calling the practice for 
directions or sending written notice to the practice. 

https://www.sentara.com/patientguide/medical-records/sentara-mychart/patient-forms
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Each parent or legal guardian of the minor must have their own MyChart account to establish the 
Proxy relationship. Proxy access to a minor’s account will automatically terminate once the minor 
turns eighteen (18). Proxy access can be revoked at any time by the minor. If the minor wants to 
provide proxy access to a legal guardian, the request must be accompanied by a copy of all legal 
documentation verifying the individual’s status as legal guardian. 
 

Proxy Access for Incapacitated or Incompetent Minor Patients Ages 14-17 

In the case of a minor who has been deemed mentally incapacitated or incompetent by a medical 
provider who is authorized by state law to make such a determination, the parent(s)/legal 
guardian(s) of the minor who is requesting the access must download and sign the MyChart Proxy 
Access form(located here), and bring the completed proxy access form (in person) to their practice. 
Please note that there are additional fields on the form that must be filled out for this specific type 
of proxy access request. Copies of all necessary legal documentation must be provided to the 
practice, along with the proxy access form, for patients that are incapacitated or incompetent. If 
you are unable to print, sign, and bring the proxy access form in person to your practice, please 
contact your practice (or other Sentara facility, as appropriate) for assistance. 

Proxy access will only be granted to parties with parental rights or legal guardianship over the 
incapacitated minor MyChart account holder. Sentara reserves the right to request documentation 
verifying the parent/guardian relationship before granting access. Each parent or legal guardian of 
the incapacitated minor must have their own MyChart account to establish the Proxy relationship. 
Proxy access to an incapacitated minor’s account will automatically terminate once the minor turns 
eighteen (18) and must be re-activated. See the guidelines for Proxy access for an incapacitated or 
incompetent adult to reactivate the MyChart Proxy status. 

Unless a court has issued an order restricting or rescinding a parent’s right to make medical 
decisions on behalf of their incapacitated minor child, both parents have equal right to access the 
incapacitated minor’s MyChart account. Access will be revoked only with valid copies of court 
orders revoking parental rights. Verbal statements by one parent are not sufficient to revoke the 
other parent’s access. Parents and/or guardians are responsible for providing valid copies of court 
documentation of custodial paperwork upon request by Sentara Health. 

If a situation occurs where it is in the best interest of the incapacitated minor, a parent/legal 
guardian may revoke consent to electronic medical record access. If this occurs, both the 
incapacitated minor and the parent/legal guardian will lose their access to the incapacitated 
minor's account. 

Proxy Access Request for Patients 18 and Over 

Individuals over the age of 18 may request that another adult individual be granted proxy access to 
their Sentara MyChart account. This is done by downloading and signing the MyChart Proxy Access 
form (located here), and bringing the completed proxy access form (in person) to your practice. 

Please note that both the patient and the person the patient is granting proxy access to will need to 
provide written consent on the MyChart Proxy Access Form. If you or your proxy are unable to 

https://www.sentara.com/patientguide/medical-records/sentara-mychart/patient-forms
https://www.sentara.com/patientguide/medical-records/sentara-mychart/patient-forms
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print, sign, and bring the MyChart Proxy Access Form in person to your practice, please contact 
your practice (or other Sentara facility, as appropriate) for assistance. 

Proxy Invitation 

Adult (18+) patients who have an active Sentara MyChart account have the ability to digitally send 
a proxy invitation to another adult (18+) patient. This is done by signing into MyChart and accessing 
the Share My Record feature. The proxy invitation that you send in this workflow will be sent to the 
email address entered. Please be aware that Sentara is not responsible for the accuracy of the 
email address entered in this workflow. 

The recipient of your proxy invitation will need to click the link in the email, and then will be asked 
to verify they are the intended recipient by answering a verification question. Please be aware that 
the recipient of the email must be at least 18 years old and have an active Sentara MyChart 
account of their own in order to complete this process. If the recipient answers the verification 
question correctly, they will establish a proxy relationship with your account (see the “Proxy 
Access” section above for details). 

Proxy Access Request for Incapacitated or Incompetent Patients (Age 18+) 

Proxy access may be granted for the adult legal decision-maker of an incapacitated person or an 
individual who has been declared incompetent to make their own medical decisions. The decision 
maker may be a court appointed legal guardian, health care agent validly designated in a health 
care power of attorney, or the individual’s next of kin as determined under applicable state law. 

To request this proxy access, the decision-maker requesting the access must download and sign the 
MyChart Proxy Access form (located here), and bring the completed proxy access form (in person) 
to their practice. Please note that there are additional fields on the form that must be filled out for 
this specific type of proxy access request. 

Copies of all necessary legal documentation must be provided to the practice, along with the proxy 
access form, for patients that are incapacitated or incompetent. If you are unable to print, sign, and 
bring the proxy access form in person to your practice, please contact your practice (or other 
Sentara facility, as appropriate) for assistance. 

 
Need to give or get proxy access but don’t have a Sentara provider OR a Sentara practice? Please contact us 
through either of the following ways: 

• email us at MyChart_Support@sentara.com; or 

• call us at 1-833-351-4357 (Monday – Friday from 8 a.m. EST to 6 p.m. EST). 

  

https://www.sentara.com/patientguide/medical-records/sentara-mychart/patient-forms
mailto:MyChart_Support@sentara.com
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Proxy Sharing: How to remove another person’s 
access to your account 

 

 
1. Select the Menu 

 

 

2. Under Sharing, Select Sharing Hub 

 
3. Select Family member, close friend, or caretaker  
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4. Select Manage ongoing access to your MyChart account 

 

 
 

6. Under Who can see my record? you'll see the person(s) who are able to access your record. Click 
Remove under the person whose access you want to remove. Follow the prompt to complete the 
removal. 
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Proxy Sharing: How to view another person’s 
record that you have access to 

 

 
1. Click the initial/name icon in the top right.  
 

 
 

2. Next, select the Person icon for the person you would like to access. MyChart will then update to show 
that person’s MyChart. 
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Update Advance Care Planning 
 

 
1. Select the Menu 

 

 
 
2. Under My Record, select Advance Care Planning 
 

 

 
 
3. You can now upload your Advance Care Plan to send to your physician’s office. To upload your 

Advance Care plan under Document on File, select Add a document 

 

 
 
 
 



61  

 

View and/or Complete Questionnaires 
 

 
1. Select the Menu 

 

 
 
2. Under My Record, select Questionnaires 

 
3. Select the questionnaire, complete the answers, and select Submit 

* Indicates a required field 

 

Your updated information will show in your MyChart account once your provider’s office has 

reviewed and reconciled the information. 
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View Test Results 
 

 
1. Select the Menu 

 

 
 
2. Under My Record, select Test Results 
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3. Your test results will be presented in a list.  

 

• Use the Show results from hospital visits? toggle to show or hide your test results from 

hospital visits.  

• Unviewed test results are bolded.  

• The Abnormal tag will be applied to results that are abnormal. 

• Select a test result to view the details of the test result (values, provider comments, etc.) 
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4. In the test result details page,  

• Select Additional information to view additional information (if available) about the test result 
(ordering provider, collection date, result date, etc.) 

• select the Learn more about button to view additional educational information about the test 

• Compare the new result with previous results for the same test by selecting Compare result 
trends or View trends 

• If you would like to print a copy of your test results, select the printer icon in the upper right 
corner  
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Review Terms and Conditions 
 

 
1. Scroll to the bottom of the MyChart home page 

 
2. Select the Terms and Conditions link 


