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How Do I Schedule an Appointment? 
This tip sheet describes how to schedule an appointment and complete eCheck-in using your 

Wellstar MyChart account.  

 
1. Upon logging into your MyChart account, click on the ‘Visit’ menu or the ‘Schedule an appointment’ button 

 
 
2. Select your provider and/or the reason why you are coming in. Providers you have previously seen within 
the past two years will display on the left pane. If you do not see your WellStar provider, please contact the 
MyChart Help Desk
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3. Next, you will be asked to select your location. The only location(s) that will be available to you are those in 
which you have had a completed visit with a WellStar provider within the past two years. Select your desired 
time and date. If you do not see any available times, please contact the MyChart Help Desk 

 
 

4. Verify your personal information and select ‘This Information is Correct’ 
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5. Verify your insurance and select if you will use insurance for this visit. You can now upload your coverage 
while scheduling an appointment. After submitting your coverage, it will display as pending until it has been 
approved 

 
 

6. Provide a brief explanation of the most important thing you want addressed during this visit. Next, decide if 
you want to be added to the waitlist and if you would like to keep these appointment preferences as a 
favorite. Click ‘Schedule’. 
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7. Upon clicking the ‘Schedule’ button, depending on your communication preferences you will receive a 
MyChart message, email, and push notification on the MyChart mobile app confirming your appointment 
creation. Please note: You will only be able to cancel your appointment 24 hours before your scheduled 
appointment 

 
 
8. To save time at your visit, complete eCheck-in 7 days before your scheduled appointment. Select ‘eCheck-in’ 
for the desired visit in the Upcoming Visits section 
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9. Confirm or edit your personal information and insurance. If your appointment has a pre-payment available, 
select the amount you wish to pay. If you wish to make a payment later, select ‘Pay prepay later’. 

 
 
10. If your payment is approved, you will progress through eCheck-in and receive an email of your receipt to 
the email address on file. 
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12. Complete the remaining items in eCheck-in. You may be asked to complete items at your appointment if 
you have not completed them in eCheck-in. 
 

 
Please note: Always use the most recently generated activation code to activate your MyChart account. 
When a new code is generated the previous code is invalidated and you will receive an error when 
attempting to complete sign-up. 
 
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 
 


