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Topic: How to Schedule a COVID-19 Vaccination Appointment via MyChart

Description: This tip sheet is a guide on how to schedule a COVID-19 vaccination
appointment at UT Southwestern Medical Center.

Once you have registered for a UT Southwestern MyChart account, you will be notified via a MyChart message
when you become eligible to schedule an appointment to receive the COVID-19 vaccination.

1. Log-in to your UT Southwestern MyChart account using your personal username and password:

UTSouthwestern MvCh
] art
Medical Center. y Thanks for using MyChart.
You have been logged out.

We are pleased to announce that UT Southwestern is now offering care at
our new location in Frisco. Please visit our site HERE for a list of providers Let's get started
and services or call (469) 604-9000 to schedule an appointment.

MyChart Username
’ Communicate Access Pasverd
WITH YOUR PROVIDER | YOURTESTRESULTS
Get answers to your medical questions from the No more waiting for a phone call or letter - view
comfort of your own home your results and your provider's comments
within days
Forgot Username? Forgot Password?
B’ Request Manage Don't have an account?
PRESCRIPTION RENEWALS YOUR APPOINTMENTS
Send a prescription renewal request for any of Make or modify your next appointment with SIGN UP NOW
your renewable medications your primary care or specialty provider and see

our appointment history details
y o Y PAY BILL AS GUEST

2. Once logged in, you will see and select an icon titled, ‘Schedule a COVID-19 Vaccine’ located under
the Quick Links:
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Medical Center
Xft Medical Record Message Center Appointments Billing/Insurance  Preferences Help

Welcome!

* Schedule your Diphtheria, Tetanus, and Pertussis Vaccine (Tdap / Td).

Quick Links
—
L 4 [, - ("hd e
View your health  Send a message to Request an Request a Video Visit Schedule a Flu Shot.
summary. your doctor's office. appointment. medication renewal. Instructions.
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19 Vaccine.
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3. The next step will be to choose the Coronovirus COVID-19 Vaccine button to begin the scheduling
process:
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Medical Record Message Center  Appointments Billing/Insurance  Preferences Help
Symptom Checker
B 8] S
You'll answer a series of questions o narrow we'll reference your chart while you use this We'll provide you with next steps to take.
in on your symptoms. tool

Select the button below to get begin scheduling.

Schedule Flu Shot Coronavirus COVID-19 Vaccine

The following screens will allow you to schedule your annual Flu The following screens will allow you to schedule your COVID-19
Shot. This vaccine is the regular dose. If you are at heightened risk Vaccination. This vaccine will be administered in multiple doses
and require the “high dose” flu vaccine, please consult your PCP on during aspan of a few weeks.

next steps.

BACK TO THE HOME PAGE

4. You will be given the opportunity to schedule the appointment directly from your MyChart account.
You can choose to ACCEPT, to continue the scheduling process, or you can choose to DECLINE, if you
do not want the vaccine at this time:
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Symptom Checker 7]

You have been provided with an opportunity to schedule directly from your MyChart account.
By Clicking ACCEPT you will initiate scheduling for this visit.

You are welcome to DECLINE if you decide that you are not interested in scheduling at this time.

ACCEPT DECLINE h

‘ BACK TO SYMPTOM CHECKER |

5. If you choose to accept the vaccination, you will need to select one of the following:

Please select one of the following:

| AGREE to recieve the COVID-19 vaccination.

| ALREADY RECIEVED the COVID-19 vaccination and | can provide documentation.

| DECLINE the COVID-19 vaccination. | AM DEFERRING the COVID-19 vaccination at this time.

CONTINUE FINISH LATER CANCEL

6. Select the option to AGREE to receive the COVID-19 vaccination, and then CONTINUE.
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7. Click on | ACCEPT THIS RECOMMENDATION button:
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Medical Record Message Center Appointments Billing/Insurance  Preferences

Help
Symptom Checker 7]
Here's what we recommend for you.

Other

0OCC Employee COVID-19 Vaccine

1 ACCEPT THIS RECOMMENDATION ‘h

| BACK TO SYMPTOM CHECKER

8. Once accepted, a scheduling ticket will be created and you can continue to schedule your
vaccination appointment:

—— —
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Medical Center Medical Record Message Center Appointments Billing/Insurance  Preferences Help
Symptom Checker =
Here's what we recommend for you.
Other

0CC Employee COVID-19 Vaccine

Scheduling Ticket Created

Aconfirmation e-mail and/or text message for a Scheduling Ticket will be sent to the e-mail address and/or
mabile phone number that you have on file.

Click CONTINUE to begin scheduling your visit

CONTINUE I

| BACK TO SYMPTOM CHECKER |

9. Click on SCHEDULE NOW to continue the appointment scheduling process:
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Medical Record Message Center Appointments  Billing/Insurance
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Preferences Help

Schedule an Appointment

Appointments you need to schedule

COVID-19 Vaccination

Ordered by UT Southwestern Medical
Center, MD

Schedule before

6132021 SCHEDULE NOW b
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10. The next screen will give you available appointment times, along with the location of the vaccination

location:
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Medical Record Message Center Appointments  Billing/Insurance

Schedule an Appointment

Q Reason for visit Q Locations Edit
CQOVID-19 Vaccination COVID VACCINE -

CLEMENTS UNIVERSITY

HOSPITAL, EDUCATION

What time works for you?

Start search on

R =

Times

Monday December 14, 2020
10:15AM

10:35 AM 10:40 AM 10:45 AM

All available times 11:10 AM

Filter times 11:25 AM 11:30 AM 11:35AM

11:50 AM

@ Time Vs

a. Selectadate
b. Select atime

What time works for you?

Start search on

REZN - N

Times

All available times

Filter times

the blue SCHEDULE button:

UTSouthwestern

Medical Center
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Schedule an Appointment

Monday December 14,2020

B T T
I R T
o |

12:00 PM

12:25PM

—

Medical Record Message Center Appointments Billing/Insurance

o ©

Preferences Help

START OVER

erify and schedule

10:25 AM
10:55 AM
11:20 AM
11:45 AM
12:10 PM

12:35PM

10:25AM

10:55 AM

11:20 AM

11:40 AM 11:45AM

12:05 PM 12:10PM

12:30 PM 12:35PM

11. You will be given a chance to review the selected date and time, along with a comment section to
enter any other concerns regarding the upcoming appointment. When ready to schedule, click on

* ©

Preferences Help

START OVER

CENTER

Is everything correct?
COVID-19 Vaccination

D
£

Monday December 14, 2020
12:00 PM

COVID VACCINE - CLEMENTS
UNIVERSITY HOSPITAL,
EDUCATION CENTER

o Reason for visit 0 Locations Edit

COVID-18 Vaccination COVID VACCINE -
CLEMENTS UNIVERSITY
HOSPITAL, EDUCATION

Time Edit
Monday December 14,
2020 12:00 PM

|

Verify and schedule

* Please let us know any other comments or concerns that you

have regarding your upcoming visit.

Visit Instructions

214-645-5300

SCHEDULE
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12. You now have a scheduled appointment to receive the COVID-19 vaccination:
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Appointment Details =

Q Appointment Scheduled

You're all set! You can review details of your upcoming appointment below.

Pfizer 1st Dose Get ready for your visit!
12:00 PM CST
Let staff know you don't need a Save time by completing Pre Check-In
" Add to Calendar reminder call. ahead of time.
© coviD VACCINE -
CLEMENTS UNIVERSITY Visit Instructions
HOSPITAL, EDUCATION
CENTER
214-645-5300

a. You may CONFIRM your appointment at this time.
b. You can also complete your PRE CHECK-IN.

13. Your appointment is confirmed:

Medical Center
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Medical Record Message Center  Appointments Billing/Insurance  Preferences Help

Appointment Details 7=

Q Appointment Scheduled

You're all set! You can review details of your upcoming appointment below.

Pfizer 1st Dose Get ready for your visit!
@ Monday December 14, 2020 & You've confirmed this
12:00 PM CST appagiment!
Save time by completing Pre Check-In
£ Add to Calendar e,

(© coviD VACCINE -
CLEMENTS UNIVERSITY Visit Instructions
HOSPITAL, EDUCATION

CENTER
214-645-5300
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