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Introduction: 
Active students with access to their Patient Portal will be asked to request Medical and/or Billing Records for release or 
exchange through their personal Patient Portal. This was implemented for their security, compliance, ease of submission 
and internal tracking within PnC.  All other requests may continue to use prior established methods of requesting records.   
 

STUDENT INSTRUCTIONS 
 VIEW FROM THEIR PATIENT PORTAL 

Procedure:  
 
1: Students will go on Patient Portal (https://chconline.ucr.edu), from “Forms”, click a link to go to “Messages” page. 

 
 

Or from “Message” page, students can click the “New Message” button, then chose the option “Request a Release of 
Information”. 

  
 
  

https://chconline.ucr.edu/


University of California, Riverside  

Student Health Services  
 

Page 2 of 8 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. On the next page, students can choose which Release of Information they need. 

 
 
 
 
When the student chooses SHS ROI:  

1. They will fill out the ROI information and can compose a new secure message and it will be sent to “SHS, 
MEDICAL RECORDS” provider.  

2. The ROI will be available in the chart messages and create a “task” for the SHS MEDICAL RECORDS provider 
and 

a. Be visible to the student in PNC so they can track the progress of their request.  
b. Student can send secure messages directly to medical records staff concerning their request.  

3. Medical Records staff are assigned to the SHS MEDICAL RECORDS provider to receive the incoming medical 
records task notifications to complete. 
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END OF STUDENT PORTAL VIEW 


