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AveraChart Patient Portal: 
Downloading Medical Record 

 

AUDIENCE |  Patients and Proxy Users with AveraChart Patient Portal Access 

OVERVIEW 
Patient and proxy users can follow the steps below to download a copy of their medical record from the AveraChart 
Patient portal.   

This download will be a zipped folder that contains each visit and the associated documentation, along with clinical 
and financial information.  The folder will include two types of files: those that you can read directly, and other types 

that can only be read by computers and are used when importing this information into other computer systems 
should you decide to make them available to other systems. 

Note: It may take up to 10 business days to review and process your request.  You will be notified via email when the 
file becomes available to download from the portal.  The file will be available to download for 7 days on the portal. 

Important: The file will only include Avera medical records that are stored in an electronic format.  If you need older 

records or only certain records/visits, please call Avera Release of Information at 833-821-9944. 

DOWNLOAD MEDICAL RECORD ON AVERACHART PATIENT PORTAL 

1. Select Health Record. 

 

2. Select Download Medical Record. 
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3. Select Request Medical Record. 

a. Note: This will send a request to the Avera Release of Information (ROI) department to create a file of 

your entire medical record that is stored in electronic format.  If you only need a certain portion of the 

record or need older records, please call Avera ROI at 833-821-9944. 

 

4. The Requested Date & Time will display, along with the request Status of Pending. 

 

5. One the Avera Release of Information department has fulfilled your request, you will receive an email notification 

stating you have a new Medical Record Download. 
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6. When you are ready to download the file: 

a. Click the Medical Record Download link the in email 

 

OR 

b. From the AveraChart portal, select Health Record > Download Medical Record. 

 

7. Select the Compile button to prepare the file for download. 

a. Note: It may take time for the file to fully compile. 
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8. Once the file is compiled and available, select the Download button.  Depending on your device settings, the file 

may save automatically to a default location (i.e. Downloads folder on your device) or ask where you would like to 

save it. 

 

9. Once the download is complete, open the zipped folder from where it was saved.  On most devices, you can do 

this by either double-clicking or right-clicking on the folder. 

 

10. The folder will include multiple files and folders.  Note: Some items you will be able to view and read directly, and 

other items that can only be read by computers and are used when importing this information into other 

computer systems (should you decide to make them available to other systems). 

a. The README.TXT file will list out all items and serve as a table of contents of what is included in each 

folder.   

b. The visit accounts will be listed in chronological order, oldest to newest.  If you are looking for a specific 

visit, look for that visit date to find the corresponding account number – this will be the folder to open. 
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c. Each of your visits will have its own folder that will include all documentation (e.g. diagnostics results, 

notes, and reports) for that visit.  These will be folders will start with two letters followed by ten numbers. 

 

i. The visit folders will then have subfolders for the different types of documentation included.  

Open the folder to see the document(s) and open to view. 

 

d. There will be other folders, including: 

i. Ambulatory Results: will only contain information if you had Cologuard testing April 2024 or after 

ii. ARMEHI: documentation related to insurance authorizations, eligibility, copays and deductibles 

iii. CCDA: files of Continuity of Care documents; only readable if you share with another system 

iv. Financial EHI: financial electronic health information, including transaction history for each visit 

v. Patient Immunization History: immunization history report 
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vi. Population Health: data received from an outside vendor related to health risks, care gaps, 

utilization 

vii. Record Documents: clinic scanned documents 


