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MySEARHC Quick Reference Guide 
Scheduling an Appointment from the Dashboard 
 
Appointment func�onality through MySEARHC allows pa�ents the ability to schedule or request an appointment. 

NOTE: Only certain loca�ons are available to schedule or request an appointment online. 
 
 

 

 

 
Select the Schedule 
buton. 

NOTE: There are five 
steps to schedule and/or 
request an appointment. 

 

 

 

 
 

 
 

 
Choose the relevant 
Appointment type by 
selec�ng the associated 
Schedule buton. 

NOTE: Appointment types 
available are subject to 
change. 

NOTE: If you do not see 
the needed appointment 
type, please contact the 
Pa�ent Support Center at 
907.463.0400. 
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Select your 
Provider/Loca�on from 
the displayed list. 

 

 

 

 

 

 

 

 

 

 

NOTE: If there is no 
Provider/Loca�on 
displayed, this may 
indicate you have not seen 
this Provider/Loca�on 
since the launch of 
MySEARHC on March 29, 
2025. Select a 
Provider/loca�on and this 
will change to an 
appointment request, 
since you have not seen 
the provider since the 
launch of MySEARHC. 

NOTE: Telehealth 
appointments will not 
display a Loca�on. 

NOTE: If you experience 
difficulty, please contact 
the Pa�ent Support Center 
at 907.463.0400. 
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Select a Date/Time from 
the calendar. 

Select Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alternately, if there is no 
Date/Time displayed, type 
in your preferred date and 
�me preferences in the 
available text field. 

Select Next. 

This will create an 
appointment request. 
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Provide required Details:  

• Reason for your visit 
• Any comments 
• Confirm Cell Phone or 

add Other phone 
number related to this 
appointment 

Select Next. 

 

 

 
 

 

 

 
Review and Submit: 

• Appointment type 
• Provider/Loca�on 
• Details 

Select Submit if 
everything is correct. 

NOTE: For appointment 
requests, this will display 
with the Date and �me as 
“Pending”. 

NOTE: Select Back buton 
to return to the previous 
screen. 

 

 

 

 
Appt. Date/Time Confirma�on Appointment Request 
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Confirm your appointment 
has been scheduled: 

• Select Close and be 
returned to the 
Appointments page 

• View the details of 
your scheduled 
appointment  

• Op�onal: Select Add 
to personal calendar  

 
 
 
 
 
 
NOTE: This op�on will 
download a universal 
calendar format file, a .ICS 
file, that you can drag and 
drop to your preferred 
calendar. 
 
NOTE: For appointment 
requests, confirm your 
appointment request has 
been submited. Select 
Close and be returned to 
the Appointments page 

 

 

 
 

 
 

 

Looking for further help? 
Contact the Pa�ent Support Center at 907.463.0400 
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