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Prior to some of your appointments, you will be asked to complete tasks that are normally done when 
you arrive. This eCheck-in process saves time when you arrive for check-in.  

1) 6 days before the date of your appointment(s), you will receive a MyChart message letting you 
know that you have tasks to complete in MyChart. If your tasks aren’t yet complete, you will 
receive another message 2 days before the date of your appointment(s). You will only receive 
these 2 MyChart messages whether you have 1 appointment or more on your scheduled date.   

 

2) To access eCheck-in, you can click on the hyperlink in the MyChart message or you can select 
the “Visits” icon on the top of your screen. 

 

 

3) On your Appointments and Visits screen, you can see all your upcoming appointments. Any 
appointments within 7 days requiring eCheck-in will have a green eCheck-in button. To begin, 
click the green “eCheck-in” button. 
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4) Depending on what’s required for your appointment(s), you may need to fill out one or all of 
these steps to complete your Check-in: Personal Info, Insurance, Payments, Sign Documents, 
Medications, Allergies, Health Issues, Questionnaires (see instructions below for each). 

 

5) Personal Info: To edit any of this information, click the “Edit” button on either screen. This will 
update your medical record instantly. If the information is correct, click the “This information is 
correct” checkbox and click Next.   

 

Once you submit your eCheck-in, the Personal info step won’t appear for 30 days. You may 
update this information at any time by hovering over the “Profile” icon at the top of the screen 
and clicking on “Personal Information”. 
 

6) Insurance: This step is asking you to verify who is responsible for any costs not covered by 
insurance. For most adults, it is themselves; for children it can be any one of the child’s legal 
guardians.  
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7) Payments: Please note that your credit card is not charged until you physically arrive to your 
appointment. If you do not want to pay your copay prior to your appointment, click the “Pay 
copay later” checkbox. If you would like to pay your copay now, click the green “Pay <copay 
amount>” button. 

 
If you’ve saved a credit card from a previous payment through MyChart, it will be available to 
use by only entering the card’s security code. If you do not have the security code, you can add a 
new card. Click “Next”.  

 
If you pay your copay through eCheck-in, you will receive a receipt in a MyChart message when 
you arrive for your appointment. 
 

8) Sign Documents: If there are any documents that you are required to sign, they will be available 
for you to review and sign during eCheck-in. To skip this step, click the “Review Later” button. To 
see the document, click “Review and Sign”. 
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After reviewing the document, when you are ready to sign scroll down in the document to the 
“Click to Sign” box. Click the box to add your default signature. Then at the password box, enter 
your MyChart password to verify you are the one signing the form. Click the “Continue” button.  

 

  

 

 

 

 

 

 If you would like to print a copy of the form after signing, click the “Review” button. 

   

 Click the print icon on the top right corner of the signed form. 

 

 

9) Medication: This step will allow you to review the current medication list in your record, request 
to remove any medication that you are no longer taking, and/or request to add any medication 
that you are currently taking.   
To request to remove a medication, hover over a medication listed and click the “Remove” 
button that appears on the lower left section of the medication box. 
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Enter the details about why you are no longer taking the medication, then click “Accept”. 

 

 
 

 

 

 To request to add a medication, click the “+Add a Medication” section. 

 

 

Start entering the medication and select a choice from the list. 

 

 

 

 

 

 

 

Fill in the Start Date and any comments regarding the medication and click the “Accept” button. 
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There will be a new section for “Medication You’ve Asked to be Added” and/or “Medication 
You’ve Asked to be Removed” with your requests until your provider updates the medications 
during your next visit. 

When your updates are complete or if you have no updates, click the “This information is 
correct” checkbox and click “Next”. 

 

 

 

 

10) Allergies: This step will allow you to review the current allergies in your record, request to 
remove any allergies that you no longer have and/or request to add any allergies not listed that 
you currently have. To request to remove an allergy, hover over the allergy listed, click the 
“Remove” button that appears on the lower left section of the allergy box. 

 

 

 

 

 To request to add an allergy, click the “+Add an Allergy” section. 

 

 

 

 

Start entering the allergy you want to add, then select from the list of options. 
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Fill in the reactions, start date and comments regarding your new allergy, then click the 
“Accept” button. 

 

 

 

 

 

 

 

 

 

When your updates are complete or if you have no updates, click the “This information is 
correct” checkbox and click “Next”. 

 

 

 

 

11) Health Issues: This step will allow you to review the current Health Issues in your record, 
request to remove any Health Issues that you no longer have, and/or request to add any Health 
Issues not listed that you currently have.   
To request to remove an allergy, hover over the allergy listed and click the “Remove” button 
that appears on the lower left section of the allergy box. 
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 To request to add a Health Issue, click the “+Add a Health Issue” section. 

 

 

 

 

 Start entering the Health Issue and select from the list provided. 

 

 

 

 

 

 

 
 

 Fill in the Start Date and any Comments regarding the Health Issue. 

 

 

 

 

 

 

 

When your updates are complete or if you have no updates, click the “This information is 
correct” checkbox and click “Next”. 
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12) Questionnaires: If there is a questionnaire associated with your appointment, it will display as 
the last step for eCheck-in. Questionnaires are generally specific to the Department Specialty, so 
questions may differ greatly from appointment to appointment.   
Questionnaires will offer a list of questions, sometimes there may be answers filled in from a 
previous questionnaire you filled out or something your provider’s office completed on your 
behalf. Please review and answer all questions to the best of your ability. 

 
 
Once you complete all the questions you will see a summary of your answers to review one last 
time. Click “Submit” to complete your eCheck-in.

 


