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User Guides: Patient Portal

Accessing the Patient Portal

The Patient Portal helps patients schedule their medical appointments and provides
the clinic with an effective communication channel. Ask your clinic how to access
their portal as not every clinic links their patient portal to their website.

Requirements to create your portal account
e Be of age of consent for care in the province your clinic is located in.
e Own an email address to which you have access to.
o Note that the same email address can not be used for more than one
portal account.

Benefits of your portal account
e Book appointments
e Receive messages, documents or bills from your clinic
o Note that clinics can allow patients to reply to their communications.
e Send messages to your care team when allowed by your clinic.
e Manage profiles for your family members
o Note that your family members must consent to sharing their profile
with you. Once shared, you can book and manage their appointments
and communications with the clinic. Ask your clinic to add your family
members’ profiles to your portal account.

Click on one of the links below to get started with your clinic’s patient portal:
Creating a portal account

From the clinic’s patient portal,

From the clinic's email invitation.
Logging into your portal account

R ing a for ) word.

Managing your portal account

Browsing through your portal account,
Configuring your credentials,

Managing multiple profiles,
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Losing access to a profile.
Managing Appointments
Booking an appointment or an urgent appointment,
Confirming and cancelling an appointment from your portal account or from
your email.
Managing your Inbox
Managing messages,
Bills,
Documents,

Replying to communications, and
Receiving email notifications.

Creating an Account From the Patient Portal

To create an account in your clinic’s patient portal, follow the steps below:
1. Access your clinic’s Patient Portal login page.
2. Click on Create an account under the New to the patient portal? section.

Email

Password

Forgot your password?
New to the patient portal?
New to the portal and need help? Get the user guide

3. Fill out the fields displayed on the page.
o Fields with a red asterisk are mandatory and can vary depending on
the clinic.

4. Enter your email address and confirm it.

a. You must have access to an email address to create your portal
account. It is not permitted to create more than one portal account
using the same email address.

5. Create your password and confirm it.
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a. The password must have 8 characters or more and contain at least one
lowercase, one uppercase, one number and one special character (!,
@, # %..).

6. Fill out the personal information fields.

a. To create a portal account, you must be older than the minimum age
of consent for treatment in your province. To use the portal for a child,
you must first create an account for the parent or tutor. You can then
ask the clinic to add the child’s profile to the parent's portal account.

7. Add a phone number where you are easily reachable.

a. Click the drop-down list on the right side to specify the type of
phone you are adding.

8. Click Register when you have filled in all the required information.

a. Ifthe option is unclickable, it means that at least one field is empty or
incorrectly filled.

Primary Telephone I+l - 5141231234 Home -

Mobile
Home

Office
Secondary Telephone | gell - [204) 234-5678

Create an account

9. Activate your portal account by opening the message sent to the email
address used to create the account. Click Activate Your Account.
a. The email may be stored in your spam folder. Make sure to check it if
you don't find it in your main inbox.
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My Clinic <myclinic@portail. medfarsolutions.com> Jul 24,2025, 3:33PM % <G
to Milner Heather =

My Clinic

Hello Heather Milnerl

Thanks for registering an account with My Clinicl Please click the
"Activate Your Account” link below to finalize your activation.

If you did not register an account, you can safely ignore this
message.

Activate your account

10.Read the patient portal’s Terms and Conditions and click I have read,
understood and accepted the Terms and Conditions at the bottom of the

page.
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Creating a Portal Account From the Clinic’s Invitation

To create an account using the clinic’s invitation, follow the steps below:
1. Connect to your email inbox and open the message received from your
clinic.
a. The email may be stored in your spam folder. Make sure to check it if
you don't find it in your main inbox.
b. Click on Activate your account.

My Clinic <myclinic@portail.medfarsolutions.com> Jul 24,2025, 3:33PM % <

to Milner Heather «
My Clinic

Hello Heather Milnerl
You have been invited to register on the My Clinic patient portal

The portal allows you to make, view and manage your appointments
online.

You can also view, download and print certain documents shared with
you by your care team.

Please note that some providers may not be able to book
appeintments online. If necessary, please check with the clinic

Please click the "Activate your account” link below to complete your

registration
Activate your account

2. You are redirected to the patient portal’s login page.
3. Fill out the required fields.
a. Enter the code given to you by the clinic.

i. The code given by the clinic is valid for a set period. If you try to
activate your account past this time limit, the code will have
expired. You will have to contact the clinic so they can provide
you with a new invitation and a new code.

b. Create your password and confirm it.

i. The password must have 8 characters or more and contain at
least one lowercase, one uppercase, one number and one
special character (!, @, #, $...).

c. Click on Submit once all the boxes are filled out.
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Email milner.heather@medfarsolutions.com
Clinic Code 2543
Password | seesssssssssssssnes

Confirm Password = | sesssressssssasass

4. Read the patient portal’s Terms and Conditions and click I have read,
understood and accepted the Terms and Conditions at the bottom of the

page.
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Logging Into Your Clinic’'s Portal Account

To log into your portal account, you must use the email address and password used
while registering. To do so, follow the steps below:

1. Access your clinic's Patient Portal login page.

2. Enter your email address.

3. Enter your password.

4. Click on Login.

a. An error message is displayed if your credentials are incorrect. See
how to reset your password.

Email milnerheather@emall.com

Password | sssssssssses

Forgot your password?
New to the patient portal?

Mew to the portal and need help? Get the user guide
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Resetting a Forgotten Password for Your Portal Account

If you get an error message when trying to log in, it is possible that the email
address or password entered are incorrect. If, however, you have forgotten your
password, you can reset it from the patient portal’s login page. To reset your
password, follow the steps below:

1. Check that your email address is correctly entered in the Email field.

a. If you have more than one email address, make sure you are using the
one registered to your portal account.
2. Click on Forgot your password?

Email

Password

Forgot your password?

New to the patient portal?

MNew to the portal and need help?

milnerheatheridemall.com

The emall or password provided do not match any records
on our system.

Login

Create an account

Get the user gulde

3. Check that the email address used to create your account is in the
designated field and click on Reset Password.

Email

Please enter the emall used to reglster your account.

milnerheather@emall. com

a. A message will let you know an email was sent with a recovery link.
4. Connect to your email inbox, open the message from your clinic and
click Reset Your Password.
a. The email may be stored in your spam folder. Make sure to check it if
you don't find it in your main inbox.
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My Clinic <myclinic@portail.medfarsolutions.com= Jul 24, 2025, 3:33PM ﬁ- “

to Milner Heather
My Clinic

Hello Heather Milner!

We have received your request to reset your MYLE Academy
password. To create a new password, please click the "Reset your
password” link below.

If you have not requested a password reset, please ignore this

message.
Reset your password

b. You are redirected to a recovery login page.
5. Create a new password and confirm it.
a. The password must have 8 characters or more and contain at least one
lowercase, one uppercase, one number and one special character (!,
@, #, $...).

Email milnerheather@medfarsolutions.com
Password | esesssscscasacncncas

Confirm Password | ssesessssssaissnees

6. Click on Submit.
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Managing Your Portal Account

The dashboard is the landing page of your portal account. From this page, you can

manage your login settings, your future appointments and the different profiles
linked to your account, if applicable.

Your portal account is divided into 4 sections; the header menu at the top, the
navigation tabs on the left sidebar, all the recent activity on the right-hand side
and the content in the center of the page.
e The header menu features information related to your portal account.
o The clinic's name and contact information.
o The language settings and logout option.
e The left side menu contains all the navigation tabs to your portal account.
o The name and information of the currently selected profile gives access
to the dashboard.
o All the tabs giving you access to the clinic’s different services.

M=DFAR

Heather Milner
1989-04-27
Other Profiles

APPOINTMENTS

% INBOX

DOCUMENTS

BILLS
SENT

A PROFILE

Get the user guide

e The recent activity section displays a chronological timeline of the last few
actions related to the current profile.
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o The recent activity lines are clickable so you can be easily redirected to
a specific action. This section can be used to navigate quickly within the
portal account.

RECENT
ACTIVITY

2025-00-22 1028

2025-06-25 07-30

2025-09-23 09:30

2025-09-22 08:51

2025-06-20 1418

The content at the center of the page discloses all the information related to
the selected tab.
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Updating Your Portal Account Credentials

To log into your portal account, you must use your email address. If you change

email address, you can update your login email address at all times from your

account.
Note that if you fear your password was compromised, you can also update it from

your portal account any time you wish.

To learn how to update your login credentials, follow the steps below:
1. Log into your clinic’s Patient Portal.
2. Click on your name from the left margin to open your dashboard.
a. Update your login credentials: your email address, or your password.

Dashboard

Sign-in Details

Email miiner heather@medfarsolutions.com  edit

M=DFAR Password Last changed: February 5,2024  edit

Heather Milner

1989-04-27 "
Attached Profiles

Other Profiles

[o2] eather Milner
APPOINTMENTS Heather Mil
1989-04-27
@2 neox

DOCUMENTS

BILLS Nathan Milner
2017-02-18
SENT

2, PROFILE
Upcoming Appointments
For Date Doctor
Get the user guide Heather Milner June 12, 2025 Dr. Solutions Medfar
9:15 AM Family Medicine

3. Select edit opposite your email address to change the login email

address of your portal account.
a. Note that you will not be able to use an email address that is already

registered to another portal account.
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Dashboard
Sign-in Details
Email miinerheather@medfarsolutions.com  edit
M=DFAR Password Last changed: February 5. 2024  edit
Heather Milner
1989-04-27 )
Attached Profiles
Other Profiles
APPOINTMENTS Heather Milner
1989-04-27
% INBOX
DOCUMENTS
BILLS Nathan Milner
2017-02-18
SENT
~ PROFILE
Upcoming Appointments
For Date Doctor
Getthe user guide Heather Milner June 12, 2025 Dr. Solutions Medfar
9:15 AM Family Medicine

b. Enter your password in the required field to confirm you are the

account owner of the portal account.

c. Enter the new email address and confirm it.
d. Click on Save to apply the modification.

Dashboard

Sign-in Details

Password *
Email * milner.heather@newemaill.com
Confirm Email * milner.heather@newemaill.com

e. Select Done from the pop-up window.

f. A message is sent to your old email address with an activation code.
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My Clinic <myclinic@portail. nedfarsolutions.com> Jul 24,2025, 3:33PM ¢y <&

to Milner Heather =
My Clinic

Hello Milner Heatherl

A change to your MYLE Academy account has been requested. To
confirm the change, please-foiew-thcnsijuctions sent to the new
email address using the code 012012 If you have never requested a
change, please contact My CiifiiC o TeCover your account

g. A message is sent to your new email address with a link to access the
confirmation page.
i. Click on the link to be redirected to the confirmation page.
ii. The email may be stored in your spam folder. Make sure to
check it if you don't find it in your main inbox.

My Clinic <myclinic@portail. medfarsolutions.com> Jul 24,2025, 3:33PM <
to Milner Heather =

My Clinic

Hello Milner Heatherl

A change to your MYLE Academy account has been requested
Please click the "Confirm my email” link below to confirm this change.
Please note that once you confirm your email, you will no longer be
able to log in to your My Clinic account with the old email associated

with it
Confirm my email

h. Enter the code provided in the Clinic Code field.
i. Click Submit to access your portal account.

Email milnerheather@medfarsolutions.com

Clinic Code 012543

4. Select edit opposite the password section if you wish to change your
current password.
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NEDFAR

Heather Milner
1989-04-27
Other Profiles

APPOINTMENTS

(E INBOX

DOCUMENTS

BILLS
SENT

A PROFILE

Get the user guide

Dashboard

Sign-in Details

Email miinerheather@medfarsolutions.com  edit

Password Last changed: February 5, 2024  edit

Attached Profiles

Nathan Milner
2017-02-18

Heather Milner
1989-04-27

Upcoming Appointments

For Date

Heather Milner June 12, 2025

9:15 AM

Doctor

Dr. Solutions Medfar
Family Medicine

a. To change your password from this section you must know your

current one. If you do not remember your current password, use the

Forgot your password? on the login page.
b. Enter your current password in the O/d Password field.
c. Enter your new password and confirm it.

i. The password must have 8 characters or more and contain at
least one lowercase, one uppercase, one number and one

special character (!, @, #, $...).

d. Click on Save to apply the modification.

Tableau de bord

Information de connexion

Ancien mot de passe *
Mouveau mot de passe *

Confirmez le mot de passe *

Annuler

e. Select Done from the pop-up window.
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Password Changed

Your password has been changed.
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Managing Multiple Profiles Within One Portal Account

If you manage someone else’s medical care, like a child, an elderly person or any
other person under your care, and have a portal account under your name, you can
ask the clinic to add their profile to your portal account.

In order to manage other profiles than your own from your portal account, you
must communicate with your clinic:
1. Call or contact your clinic and ask them to add the profile of the person
under your care to your portal account.
a. Ifthat person is over the age of consent for treatment, the clinic will
need their approval.
2. Determine with the clinic which tabs are necessary to manage the
profile of the person under your care: booking appointments, viewing bills,
viewing documents, and viewing and sending messages.

Once the profiles are added to your portal account, follow the steps below to learn
how to manage them:
3. Log into your clinic’s Patient Portal.
4. From your portal account, access your Dashboard.
a. Click on your name in the left margin to access your Dashboard.
5. Find all the profiles to which you have access to in the Attached Profiles
section.
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NM=EDFAR

Heather Milner
1989-04-27
Other Profiles

APPOINTMENTS

% INBOX

DOCUMENTS

BILLS
SENT

A PROFILE

Get the user guide

Dashboard

Sign-in Details

Email miiner.heather@medfarsolutions.com  edit

Password Last changed: February 5, 2024  edit

Attached Profiles

Heather Milner
1989-04-27

Nathan Milner
2017-02-18

Upcoming Appointments

For Date

Heather Milner June 12, 2025

9:15 AM

Doctor

Dr. Solutions Medfar
Family Medicine

6. Select the profile for which you want to take actions.
a. Once the profile is selected, its name will appear in the left margin.

b. From now on, managing appointments, and managing the inbox will
affect this profile only.
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Losing Access to a Profile on Your Portal Account

Since a person younger than the age of consent for treatment is not allowed to have
a portal account, a parent or guardian can add the child’s profile to their own portal
account. However, the day the child reaches the age of consent for treatment, the
parent or guardian will lose access to the child’s profile and the following message
will be on the account:

Dashboard

Sign-in Details

Email miinerheather@medrarsolutions.com  edit

NM=EDFAR Password Last changed: February 5, 2024  edit

Heather Milner
1989-04-27 .
Attached Profiles
Autres profils
APPOINTMENTS Heather Milner
1989-04-27
(E INBOX

DOCUMENTS
Nathan Milner
2017-02-18

This patient is passed the age of consent You no longer have access to their file.

BILLS

SENT

A PROFILE

Hugo Levesque
| 2005-10-20

e ",

Get the user gulde

For the parent or the guardian to regain the access to the child's profile, they must
contact the clinic directly. The child must give their approval for the parent to be
granted access to their medical profile.
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Managing Appointments From your Portal
Account

You can book, confirm and cancel appointments with your clinic's healthcare
professionals directly from your portal account.

Booking an Appointment

Booking an appointment online lets you view the available slots in a calendar format
and makes it easier for you to compare those availabilities to your personal
schedule. To book an appointment, follow the steps below:

1. Log into your clinic’s Patient Portal.

2. Open the Appointments tab.

3. Select Book an appointment.

Appointments
Upcoming Appointments
s Date Doctor Site
M=DFAR
June 12, 2025 Dr. Medfar Solutions My Clinic
Heather Milner 9:15 AM Family Medicine
1989-04-27
S Other Profil
— ther Profiles September 25, 2025 Dr. Medfar Solutions Virtual appointment
I 12:20 PM Family Medicine
[o2] APPOINTMENTS
<) INBOX
DOCUMENTS Appointment History
BILLS Date Doctor Site
SENT
February 7. 2025 Dr Medfar Solutions My Clinic
A PROFILE 815 AM Family Medicine
March 24, 2024 Dr. Medfar Solutions My Clinic
Get the user guide 1:00 PM Family Medicine

4. Choose a specialty that fits the type of consultation you are seeking.
a. The specialties offered vary depending on the clinic.
5. Choose the practitioner with whom you want to book an appointment
with.
a. Note that your assigned provider is displayed at the top of the list.
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M=DFAR

Heather Milner
1989-04-27
~—— Autres profils

I APPOINTMENTS

92 Ingox

DOCUMENTS
BILLS
SENT

A PROFILE

Get the user guide

New Appointment

Family Medicine Location Appaointment Type Questionnaire Avallabilities

Choose a Practitioner

Dr Medfar Solutions )

|

Dr Solutions Medfar )
|
|

N

O

(\ Dr Medfar Support )

S

N

6. Select the address that fits best with your location if your clinic has

multiple sites.

7. Select the type of appointment that best fits your needs.

NMEDFAR

Heather Milner
1989-04-27
— Autres profils

I APPOINTMENTS

Q2 meox

DOCUMENTS
BILLS
SENT

A, PROFILE

Get the user gulde

New Appointment

Family Medicine Dr. Medfar Solutions m Appointment Type Questionnalre Avallabliities

Choose an Appointment Type

Walk ‘Walk-in - follow up with doctor ( 20 minutes )
Walk-in
Do not forget to bring your medical card
Annual fellow-up visit with medical care practitionner ( 30 minutes )
Annual Follow Up
Please bring to your appeintment a list of all the questions you want to ask your doctor.

8. If needed, select when you would like the appointment and add a
reason for the appointment.

a. Check As soon as to see the next available options, or select
Anytime after to see options starting from that date. Add a date or
click the dropdown menu to choose from the calendar.

b. Use the text field to add information describing the reason for the
appointment.
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c. Click on Next.
9. Select the time slot that works best with your schedule.
a. Use the arrows at the top of the page to change between weeks.
i. If desired, click on the menu at the top of the page to
change your previous selections.
b. Select an appointment by clicking on the desired slot.

New Appointment

et s

Choose an Availability

NM=DFAR [ 9-15 June
. Mornin Afternoon
Heather Milner 9
1989-04-27 9:00 AM 14:00 AM
Autres profils Dr. Medfar Solutions Dr. Medfar Solutions
— Mon
| 9 9:30 AM 15:30 AM
APPOINTMENTS '
Dr. Medfar Solutions Dr. Medfar Solutions
GE INBOX
1515 AM
DOCUMENTS Dr. Medfar Solutions
Tue No Avallability
a
BILLS 10
16:30 AM
SENT Dr. Medfar Solutions
~\ PROFILE
1:00 AM
Dr. Medfar Solutions
Wed

No Avallability

1
‘ 115 AM ‘

Getthe user guide Dr. Medfar Selutions

10.Check the appointment details to make sure that you selected the
correct appointment.
a. Click on Confirm Appointment to book the appointment.
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New Appointment

Dr. Medfar Solutions Questionnalre >: Avallabilities

Confirm Appointment

M=DFAR
d g .,
Heather Milner { |
1989-04-27 |
- Autres profils \ . 4
I APPOINTMENTS Dr. Medfar Solutions
"B INBOX O $ .
DOCUMENTS
BILLS My Clinic June 13, 2025 Annual Visit
201-1224 Rue Stanley 9:00 AM 20 minutes
SENT Montréal, QC, H3B2S7
A\ PROFILE (555) 123-4321

Back Confirm Appointment
Get the user gulde

b. Click on Done to return to the Appointment tab where you can
manage your appointments.
11.Note that booked appointments can only be confirmed 72 hours beforehand
but can be cancelled up to 48 hours before its date.

Page 24 of 40
MEDFAR 2025



User Guides: Patient Portal

Booking an Emergency Appointment

Emergency appointments are meant to book a consultation with a health
professional and are reserved for emergencies. To book an emergency

appointment, follow the steps below:
1. Log into your clinic’s Patient Portal.
2. Open the Appointments tab.
3. Choose Emergency Appointment.

Appointments

Bock an appointment

Upcoming Appointments
Date

M=EDFAR

O

June 12, 2025

Heather Milner 915 AM

1989-04-27

Other Profil
er Profiles September 25, 2025

. 12:20 PM

APPOINTMENTS

B4 INBOX
DOCUMENTS Appointment History
BILLS Date
SENT

February 7, 2025
A\ PROFILE 8:15 AM

March 24, 2024

Get the user guide 1:00 PM

Emergency appointment

Doctor

Dr. Medfar Selutions
Family Medicine

Dr. Medfar Solutions
Family Medicine

Doctor

Dr Medfar Solutions
Family Medicine

Dr. Medfar Selutions
Family Medicine

Site

My Clinic

Virtual appointment

Site

My Clinic

My Clinic

4. Select the address that fits best with your location if your clinic has

multiple sites.

5. Choose the type of appointment that best fits your needs.
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Choose an Appointment Type

MEDFAR

CLINICAL SOLUTIONS

O

[ MINOR EMERGENCY

[ COMPLEX EMERGENCY

Milner Heather
1989-06-07

Other Profiles

| APPOINTMENTS

< INsOX

DOCUMENTS
BILLS

SENT

A PROFILE

Get the user guide

For consultations regarding one issue only (e.g. flu, ear infection)

For consultations regarding multiple issues or for mental health

FRANGAIS LOGOUT
New Appointment
Questionnaire Avallabilities

6. Enter the reason for your appointment in the text field.

a. Click on Next.

7. Select the time slot that works best with your schedule.
a. Use the arrows at the top of the page to change between weeks.
i. If desired, click on the menu at the top of the page to

change your previous selections.

b. Select an appointment by clicking on the desired slot.

Emergency Appointment

Choose an Availability

Questlonnalre Avallabilities

Getthe user guide

n
Dr. Medfar Solutions

15 AM ‘

MEDFAR [ 915 June
" Mornin Afterncon
Heather Milner 9
1989-04-27 9:00 AM 14:00 AM
. Autres profils Dr. Medifar Solutions Dr. Medifar Solutions
— Mon
= 8 9:30 AM 15:30 AM
APPOINTMENTS : i
Dr. Medfar Solutions Dr. Medfar Solutions
% INBOX
15:15 AM
DOCUMENTS Dr. Medfar Solutions
Tue No Avallabllity
@
BILLS 10
16:30 AM
SENT Dr. Medfar Solutions
£ PrROFILE
11:00 AM
Dr. Medfar Solutions
Wed

No Avallabiity
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8. Check the appointment details to make sure that you selected the
correct appointment.
a. Click on Confirm Appointment to book the appointment.

Emergency Appointment

Appointment Type Questlonnalre Avallabilities

Confirm Appointment

NEDFAR
o
Heather Milner {
1989-04-27 |
- Autres profils \
I APPOINTMENTS Dr. Medfar Solutions
(k INBOX _
+
DOCUMENTS ; $ .
BILLS My Clinic June 13, 2025 Annual Visit
2011224 Rue Stanley 900 AM 20 minutes
SENT Montréal, QC, H3B257
A PROFILE (555) 123-4321

Back Confirm Appolntment
Getthe user guide

b. Click on Done to return to the Appointment tab where you can
manage your appointments.
9. Note that booked appointments can only be confirmed 72 hours beforehand
but can be cancelled up to 48 hours before its date.
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Confirming and Cancelling an Appointment From Your Portal
Account

You can confirm and cancel an appointment directly from your portal account.
Confirming an appointment
e Can be done from the patient portal 72 hours before the appointment start
time.
e (Can be done for any profile linked to your portal account.
Cancelling an appointment
e (Can be done from the patient portal up to 48 hours before the appointment
start time.
o To cancel an appointment that is in less than 48 hours, you must
contact the clinic directly.
e (Can be done for any profile linked to your portal account.

To confirm or cancel an appointment from your portal account, follow the steps
below:
1. Log into your clinic’s Patient Portal.
2. Manage appointments from your dashboard or open the Appointments
tab.

a. Note that if you manage multiple profiles from your account,
appointments for all profiles are shown in your dashboard, whereas
only appointments for the selected profile, shown in the left margin,
are listed in the Appointments tab.

b. The Upcoming Appointments table is divided into up to 4 columns. The
name of the person the appointment is for, the date and time of the
appointment, the name of the provider and the name of the clinic.

c. Appointments are shown in different colors based on their status:

i. Appointments in green are booked and confirmed.
ii. Appointments in white are booked, but have yet to be
confirmed.
iii. Appointments in red are cancelled.
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Appointments
Upcoming Appointments
NEDEAR Date Doctor Site
June 12, 2025 Dr. Medfar Solutions My Clinic
Heather Milner 9:15 AM Family Medicine
1989-04-27
— Otner Profiles September 25, 2025 Dr. Medfar Seolutions Virtual appointment
— 12:20 PM Family Madicine
APPOINTMENTS
B INBOX
DOCUMENTS Appointment History
BiLLS Date Doctor Site
SENT
February 7, 2025 Dr Medfar Selutions My Clinic
A\ PROFILE 815 AM Family Medicine
March 24, 2024 Dr. Medfar Solutions My Clinic
Get the user guide 1:00 PM Family Medicine

3. Click on a booked appointment to view its details.
a. Collapse the detailed view of an appointment by clicking on the
header.
4. Validate that the appointment details work with your schedule.
a. Note that the date before which the appointment can be cancelled is
visible under the appointment cancellation and confirmation options.
b. Note that messages specific to your visit may appear at the bottom of
the appointment details.
5. Take one of the 2 following actions: confirm or cancel the appointment.
a. Click on Confirm Appointment to send the confirmation to the
clinic.

i. If you don't have the option to confirm an appointment, it means
that the consultation is in more than 72 hours. If you want to
confirm an appointment you need to be within the allowed
period.

b. Click on Cancel Appointment if it no longer suits your schedule.

i. Appointments can be cancelled online up to 48 hours before
their time. To cancel appointments within the next 48 hours, you
must call the clinic.
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N=EDFAR

Heather Milner
1989-04-27

Autres profils

APPOINTMENTS

% INBOX

DOCUMENTS
BILLS
SENT

A PROFILE

Get the user gulde

Appointments

Upcoming Appointments
Date

Dr Medfar Solutions
My Clinic June 13, 2025 Annual Visit
2011224 Rue Stanley 900 AM 20 minutes

Montréal QC, H3B257

(555) 123-4321

Cancel Appointment Confirm Appolntment

This appeintment cannot be cancelled after 10 June 2025 at 9:30 AM
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Confirming and Cancelling an Appointment from Email
Notifications

If you receive email notifications for appointments booked with your clinic, you can
confirm and cancel them by email. To do so, follow the steps below:
1. Connect to your email inbox and open the message sent by your clinic.
o The email may be stored in your spam folder. Make sure to check it if
you don't find it in your main inbox
2. Check the appointment details and validate that the appointment
details work with your schedule.

a. Note that the date before which the appointment can be cancelled is
visible under the appointment cancellation and confirmation options.
b. Note that a message specific to your visit may appear at the bottom of
the appointment details.
3. Take one of the 2 following actions: confirm or cancel the appointment.
a. When cancelling, a new window opens.
i. Click on Cancel Appointment to confirm the action.
ii. If you cancelled the appointment by mistake, click on Back.

Are you sure you want to cancel the appointment?

Back Cancel Appointment

RS

Dr. Medfar Solutions

© D

My Clinlc June 13, 2025 Annual Visit
2011224 Rue Stanley 900 AM 20 minutes
Montréal QC, H3B257

(555) 123-4321

4. If needed, log into your portal account or contact the clinic to book a
new appointment.
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Managing Your Inboxes from Your Portal

Account

The patient portal offers your clinic a way of sharing information with you. All
communication shared by the clinic with your portal account is stored in the Inbox

tab.

M=DFAR

Heather Milner
1989-04-27
Other Profiles

APPOINTMENTS

‘E INBOX

DOCUMENTS

BILLS
SENT

~\ PROFILE

Get the user gulde

Depending on your clinic's configuration, some sections might not be available to

you.

e The Inbox tab regroups all communications shared by the clinic to your portal

account.

o The red counter indicates the total number of unread communications

shared with you.

e The Documents tab contains all communications shared with you with
attached documents such as forms, statements, referrals, and more.
e The Bills tab groups all communications shared with you with attached bills.
e The Sent tab lists all replies or messages you have sent to the clinic staff.
o Sent messages are always shown in a thread where you can find the

original message at the top.
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If you are managing multiple profiles, make sure to select the desired profile before
managing inboxes.

Managing Your Communications

Received messages from the clinic are located in the Inbox table. Messages shared
with attached documents, or attached bills will also be filed in the corresponding
inbox to help you manage your communications better.
Messages that you send to the clinic, when allowed by your clinic, will be stored in
the Sent inbox.
To manage received communications sent by the clinic, follow the steps below:
1. Log into your clinic’s Patient Portal.
2. Open the Inbox tab.
a. Make sure to select the correct profile if you have more than one
linked to your account.
b. The red counter on the Inbox tab indicates the total number of unread
communications.
c. Unread communications are shown in bold in the table.

Inbox
Jun 20,2025  Dr Solutions My Ciinic Document Form - Exam Request
Jun 13,2025 Dr Solutions 2 My Clinic Dermatology New patient request
Jun 12, 2025 Administration External Clinic Bl  Exam Bill — Private clinic exam, complete blood work regy
NEDFAR
Apr 23,2025 Dr Support Speciality Clinic  Specialized consultation request
Heather Milner Mar 02,2025  Dr Solutions My Clinic  Next Appointment Requirements — Hi Heather Please bring your jul
1989-04-27
. Dec 5, 2024 Dr Solutions My Clinic  Document iment Form - Insurance Form
Other Profiles
APPOINTMENTS
I B2 meox
DOCUMENTS (2)
BILLS (1)
SENT
A PROFILE

Get the user guide

3. Open a communication by clicking on it.
a. The most recent message appears at the top of the page.
4. If available, click on the Reply option if your clinic allows it.
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a. Note that your reply will be displayed below the original

communication.

5. Click the arrow at the top to go back to the communications list.

Inbox

< Registration Confirmation

Clinic's Administration,
Hi Heather, Please confirm with us once you have
completed your registration on the warting list.

M=EDFAR

Heather Milner

HI, I am registered on the december list. Thanks
Heather Milner
1989-04-27

O

APPOINTMENTS

I %< INBOX

DOCUMENTS (2)
BILLS (1)

Other Profiles

SENT

~\ PROFILE

Get the user guide

Note: You are imited to a single \esponse.

June 12, 2025 9:08 AM

August 23, 2025 158 PM

Managing Your Bills

To manage invoices sent by the clinic, follow the steps below:
1. Log into your clinic’s Patient Portal.
2. Open the Bills tab below Inbox.
a.
linked to your account.

Make sure to select the correct profile if you have more than one

b. The number in parenthesis indicates the number of unread bills

shared with you.
c. Unread bills are shown in bold in the table.
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Bills

M=DFAR

Heather Milner
1986-04-27
— Other Profiles

APPOINTMENTS

4 insox

DOCUMENTS (2)

I BILLS (1)
SENT

2, PROFILE

Get the user guide

Jun 12, 2025 Administration External Clinic  Bill  Exam Bill — Private clinic exam, complete blood work regy

Click on the communication to open it.
a. The most recent message appears at the top of the page.

Click on the attachment link to open the invoice in a new window to

view it, or to print it.

a. Use the download icon to download the bill onto your device as a

PDF file.
If available, click on the Reply option if your clinic allows it.
a. Note that your reply will be displayed below the original
communication.
Click the arrow at the top to go back to the invoice list.

Bills

< Consultation Receipt  &dsmal cinie

Clinic's Administration, 12, 2025 9:08 AM
Please find attached the recelpt for your consultation at the clinic on Saturday April 22nd 2025
R a0278d7c-662e-48c0-b258-19d29a17bect pdf

NM=DFAR

Heather Milner
1989-04-27
. Other Profiles Note: You are lImited to a single response.

APPOINTMENTS

%2 meox

DOCUMENTS (2)
I BILLS (1)
SENT

A PrROFILE

Getthe user guide
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Managing Your Documents

To access documents sent to your portal account by the clinic, follow the steps

below:

1. Log into your clinic’s Patient Portal.
2. Open the Documents tab below Inbox.

a.

Make sure to select the correct profile if you have more than one
linked to your account.

b. The number in parenthesis indicates the number of unread documents

shared with you.
Unread documents are shown in bold in the table.

‘/_\ Heather Milner
N/

Documents

Jun 20,2025  Dr Solutions My Clinic  Document  Form - Exam Request

Dec 5, 2024 Dr Solutions My Clinic  Document Form - Insurance Form

M=EDFAR

| 1989-04-27
Cther Profiles

APPOINTMENTS

‘E INBOX

DOCUMENTS (2)
BILLS (1]

SENT

2, PROFILE

Get the user guide

3. Click on the communication to open it.

a. The most recent message appears at the top of the page.

4. Click on the attachment link to open the invoice in a new window to

view it, or to print it.

Use the download icon to download the document onto your

device as a PDF file.

lable, click on the Reply option if your clinic allows it.
Note that your reply will be displayed below the original

communication.

a.
5. If avai

a.
6. Click t

he arrow at the top to go back to the document list.
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Documents
< Dermatology  mycinc ®
Dr Solutions, June 12, 2025 9:08 AM
R edbc5a50-606-4b36-9d95-f34fd3488a60_s| gned.pdf
MEDFAR Dr Medfar Solutions June 12, 2025 6:08 AM
HI Heather,
Here Is the form request for your consultation request In dermatology.
Heather Milner Please print. fill cut and bring the form to your dematology appointment.
1989-04-27

Dr Medfar Solutions July 26, 2025 11:23 AM

— Other Profiles Hi Heather,
We have recelved your preleminary results In dermatology.

@ APPOINTMENTS Please share additionnal results once completed.

Thank you.

B3 nsox

Note: You are limited to a single respcnse.
DOCUMENTS (2)
BILLS (1)
SENT
A PROFILE

Get the user guide
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Replying to a Communication from your Patient Portal

When sharing a message, a document or a bill with you, your clinic can allow you to
reply to the communication directly from your portal account. This allows you to
answer any question raised by the provider or the clinic staff in the communication
without having to call the clinic.
To learn how to reply to a communication sent by your clinic, follow the steps
below:

1. Log into your clinic’s Patient Portal.

2. Open the Inbox tab.

3. Select the communication from the list to reply to it.

4. Click on the Reply option in the lower right corner of the

communication.
a. Note that the reply option is only visible if enabled by your clinic.

Inbox

< Registration Confirmation

Clinic's Administration, June 12, 2025 908 AM
Hi Heather, Please confirm with us once you have
completed your registration on the warng list.

NEDFAR

Heather Milner August 23, 2025 1.58 PM

HI, | am registered con the december list. Thanks
Heather Milner
1989-04-27
- Other Profiles Note: You are limited to a single |espcn5e.

APPOINTMENTS

I %< INBOX

DOCUMENTS (2)
BILLS (1)
SENT

A PROFILE

Get the user guide

5. Enter your message in the text box.
a. Note that you are limited to 500 characters.
6. Read the disclaimer and confirm you have read it.

7. Click on Send.
a. Note that your answer is displayed below the communication.
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Inbox

< Registration Confirmation

Clinic's Administration, June 12, 2025 9:08 AM
Hi Heather, Please confirm with us once you have
completed your reglstration on the walting list.

NM=EDFAR

Milner Heather August 23, 2025 1.58 PM
Hi, | am registered on the december list. Thanks
Heather Milner

1989-04-27
Milner Heather
Other Profiles
fi2] APPOINTMENTS
4
I % INBOX /A If this is an emergency call 91
DOCUMENTS (2) Messages are NOT for asking medical guestions, If you have a medical concemn
or guestion please book an appolntment.
BILLS () Please note we are receiving a higher than normal volume of messages,
SENT we will get back to you as soon as possible.
A\ PROFILE O 1 have read and understood the disclaimer

cenee m

Get the user guide
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Accessing Email Notifications

For every communication shared to your portal account, an email notification is
sent to you.
Tip: Make sure to contact your clinic if you no longer wish to receive notifications, as
unsubscribing directly from the email will prevent you from receiving any email
from the patient portal, including password reset requests.
To access shared information by the clinic, follow the steps below:

1. Connect to your email inbox and open the communication sent by your

clinic.
o The email may be stored in your spam folder. Make sure to check it if
you don't find it in your main inbox
2. Click View the Message or View the Document or View the Invoice.

My Clinic <myclinic@portail. medfarsolutions.com= Jul 24,2025, 3:33PM &

to Milner Heather ~
My Clinic

Hi Heather!

A new document is available on your MYLE Académie account
Please click the "View the Document” link below to view it.

View the Document

a. You are redirected to the patient portal login page.
3. Log into your portal account.
4. You land directly on the new communication page.
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