
To Schedule an appointment with your provider first log into MyChart. 

From the home page click on the Visits folder in the main toolbar at the top of the page, and then select 

Schedule an Appointment 

 

 

You will then need to select what kind of visit you want to schedule.  

 

Once you have selected a type of visit you will be asked to verify or update some of your information, 

like your address and phone numbers, your insurance information.  For each of these options you can 

either click on the box that says this information is correct or you can edit it.  

 

Once you have updated the information or indicated it is all correct you will need to select which 

location you want to schedule an appointment for.  Not all offices are setup to allow for direct 

scheduling, if your provider has been setup you will see the locations where you can schedule an 

appointment.  Select which location you would like and then click on Continue. 



 

 

The next option is to select which provider you would like to see, and the date range for when you 

would like to schedule the appointment for.  Please remember only providers that you have seen in the 

past are options for you to schedule an appointment with.   

 

Once you have your preferred information entered click on Continue and you will get a list of times that 

are open.  If there are no times available you will get a message indicating that and you should call the 

office for assistance.  



 

Select the time you prefer and then you will see a screen with a summary of the time, provider and 

location you are scheduling for.  Please enter a reason why you are coming in to help the clinic prepare 

for your arrival.  Once that is complete you click on the Make Appointment button. 

 

Your appointment has now been scheduled.  You should also get an email notice letting you know that a 

new appointment has been scheduled.  Please notice the time you need to arrive for the appointment, 

and you can also add this to your calendar.   



 

 


