
 

 

MYLE – USER GUIDE 
 

 

 

 

 
 



 Patient Portal 
 

Table of Contents 
Introduction 3 

Account Management 3 

Creating Portal Accounts 3 

Deleting and Locking a Portal Account 5 

Unlocking a Portal Account 7 

Resetting a Password 7 

Modifying the Email for the Portal Account 7 

Relink an Account 9 

Sharing Portal Accounts (Family Management) 9 

Communicating from MYLE to Patient Portal Accounts 12 

File Sharing with the Patient Portal 12 

Revoking Access to a Document Sent to the Portal   17 

Sharing a Message with the Portal Account of a Patient 18 

Managing Shared Messages with a Portal Account 20 

Modifying Shared Items from the Portfolio 29 

Annexe 32 

Guided Exercises 32 

  

 
© 2020 MEDFAR                                                    Page 2 de 36 

 



 Patient Portal 
 

Introduction 
 
The patient portal is a website where patients can connect and obtain messages, documents,              
invoices, as well as appointments online . This site is directly linked to your MYLE environment.                
Each environment has its own portal. Primarily, the patient portal is empty. Items found in it                
will be those that the clinic decides to share. 

Account Management  
 
The first functionality to get to know is account management. How to know if someone has a                 
portal? How to invite someone to the portal? How to manage a child’s portal if the parent wants                  
to have access to it? All these answers are found in explanations of functions below:  

Creating Portal Accounts 

This section explains how to create a portal account and link it to the patient file. The following                  
two options are available to you for portal account creation. You can pick one in particular, or                 
use them both in parallel, according to your needs. 

Please refer to the available video by clicking here to understand each method in detail. 

  
1. Sending the invitation from the patient file using the portal icon  

● Note that this method permits the association of the portal account and the             
patient file automatically once the patient activates their account.  
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2. Creation of the portal account by the patient directly through your clinic’s portal 
website.  

● Note that this method does not automatically associate the portal account and the             
patient file. See the explanatory video to learn how to link the two together.  
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Deleting and Locking a Portal Account 
 
Account deletion consists of removing patient access to their portal. The deletion of the account               
is permanent, although locking can be temporary.  

1. Click Delete Account in the section Account : Details to delete it. 

a. A new window opens. 
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b. Click Confirm. 
 

2. Click Lock Account in the section Account: Details to lock it.  
 

o A new window opens.  

 

a. Click Confirm. 

Unlocking a Portal Account  

1. Click Unlock the Account in the section Account: Details. 
 

2. Click Confirm. 

Resetting a Password 
A password reset can be requested by a patient who forgot their password. To reset a password, 
follow steps listed below:  
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1. Click Reinitialize Password in the section Account : Details. 
 

a. Note that patients can retrieve a forgotten password directly from the connection 
page of the clinic’s portal.  

 

o A new window opens. 
 

b.  Click Confirm to send a reinitialization email.  d’envoyer un courriel de 
réinitialisation. 

 
c. Confirm the email address with the patient prior to sending everything.  

Modifying the Email for the Portal Account 

In the portal section of the patient file, it is always possible to modify the email used by the                   
patient to connect to their portal account. However, it is important to note that this modification                
does not modify the email address already listed in the heading of the patient file. 

 

1. Click Change in the Account : Details section. 
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a. The field is now in editable. 
 

b. Enter the patient’s new email address. 
 

c. Click Save. 
 

d. A code will be generated. It will automatically be sent to the patient’s previous 
email and they will have to enter it in the invitation sent to their new email.  

 
o Please note that the portal email shall not change until the patient has accepted 

the invitation sent to their new email.  
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Relink an Account 
 
The relinking of an account is possible when a patient account has been linked to the wrong                 
portal account. 

 
1. Click on the Relink button.  

 
2. Choose if you want to relink the patient file to an existing portal account or if you 

want to create a new invitation. 
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3. Click Re-associate to complete the action or Cancel to close. 

Sharing Portal Accounts (Family Management) 
 
The Patient Portal tool allows the management of many patient profiles in the same portal               
account. This functionality gives patients the ability to easily manage profiles of patients in their               
care. In addition, since children having less than 14 years of age are not authorised to have a                  
portal account, their parent or guardian has to manage them. 

For confidentiality reasons, sharing accounts has to be performed at the clinic. It is not possible                
for patients to decide for themselves to have access to another portal account.  

Types of access that can be shared: 

● DSE : Functionality  to be developed. 
● Documents : Allows the consultation of shared documents by the clinic such as             

laboratory or imagery reports, forms, and others. 
● Messages : Allows the reception of shared messages by the clinic.  
● Profile: Allows the management of demographic information and connection to the           

profile.  
● Appointments: Allows appointment scheduling. 
● Invoices: Allows consultation of shared invoices. 

To add a profile to a patient portal, for example, to add a child to a parent account, follow steps                    
listed below: 

1. Go to the Portal section in the Patient Profile tab in the parent’s file.  
 

2. Click Add in the Access Rights: Has Access To section. 

 

o A new window opens  
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3. Enter the name of the patient that should be added to the portal account in the 
search field and select it in the list.  
 

4. Click Link. 
 
o The new profile now appears in the Access Rights: Has Access To section. 

 

 

5. Select tabs that will be shared by checking the corresponding boxes.  
 
6. Click Save to save all changes or Cancel to abort. 
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If we want to remove access to the shared account, simply click on the X in red on the right end. 
Remember to Save after completing modifications or Cancel. 
 
The patient file that was shared will have a blue portal icon with an orange dot; it is normal that                    
it stays this way. No activation is necessary on the part of the parent after the account has been                   
shared.  

Receiving Notifications in the Account of the Representative 

In order for the account manager to receive notifications by email regarding the child’s portal, it                
is important that the client be a representative in the Relationships section of the patient profile. 

 

1. Go to the Relationships of the child. 
 

2. Click on +Related Profiles. 
 
o A new window open. 

 
3. Check the box next to Representant and specify the type of relationship 
4. Search for the parent file and select it. 

 
5. Click Save. 

 

Please note that this type of sharing can also be performed between two adults; for               
example, a child taking care of a parent with reduced autonomy or two individuals who               
have the same email address.  
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Communicating from MYLE to Patient Portal Accounts 

File Sharing with the Patient Portal 

It is possible for healthcare professionals to share documents with their patients through the 
portal. Follow the steps below to do so: 

1. Access the patient profile.   

● Ensure that the patient has a portal account. If this is the case, the Portal icon will                 
be blue with a green checkmark. If the icon has a different color, the patient has                
not completed the registration. 

 
 

2.  Click on the Received Documents icon. 

 

3. Perform a search to find the desired document. 

4. Send documents to the portal account of a patient using one of the two following 
options: 

a. Share a document directly through the Documents table. 

i. Click on the portal icon, in the Portal column, in the table. 
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● A new window opens. To learn how to enter all fields, go to point number 5.  

 

b. Share a document from the information page of a document. 

i. Click on the blue i icon in the Action column of the table.  

 

● You are redirected to the information page of the document. 
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ii. Select the portal icon at the bottom of the page.  

 
 

◦ A new window opens. 
  

5. Checkmark the box aligned with a message if you would like to attach it to the message. 
  

● By default, the document is attached to the message. To remove it, uncheck the box to the 
left of the document icon. 

 

 
6. Add a title to the message in the Subject field 
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7. Enter your comments or recommendations to share in the empty field below the New 
Message section. 
  

a. Pick Select from list if you have configured clickable text. 
 

 

8. Select Sync To Portal to share information with the portal account or Cancel to close the 
window. 
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● Once the communication is shared with the patient’s portal account, it is possible to 
revoke access. 

Revoking Access to a Document Sent to the Portal    
 

1. Click on the portal icon in the Portal column in the table or in the information page of 
the document. 
  

● A new window opens. 
  

2. Click on Révoke All at the bottom of the page. 
 

 

  

Sharing a Message with the Portal Account of a Patient 

It is possible for a MYLE user to send a unidirectional communication to any patient having a                 
portal account. To do so, follow steps listed below:  
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1. Access the patient file with which you would like to share a message.   
  

● The portal account of a patient is active when the portal icon is blue with a green dot. If                   
the icon is another color, this indicates that the patient has not yet completed their               
registration. 
  

2. Click on the patient portal icon at the top right corner of the page.  
 

 
 

● A new window opens. 
  

3. Enter the message to share in the empty field under the New Message section.   

a. Choose Select from list if you have previously configured clickable text.   
 

 
 

4. Select Send to Portal to share the message with the patient’s portal account or click Close to                
stop sending a message and go back to the patient file.  
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● Once the communication is shared with the patient portal account, it is possible to see if                
the message was shared successfully and if the patient has read the message or not. This                
information is found in the Communications section of the History tab in the patient file.  

Managing Shared Messages with a Portal Account 

There are two ways to manage shared messages with a patient portal account. If you would like                 
to manage all shared messages for the same patient, it is recommended to manage them through                
the patient file. See how here. If you would like to follow up on all messages shared through the                   
portal, that have not yet been seen by the recipient, it is recommended to manage them through                 
your Portfolio tab. 
 
 
To manage messages shared from the patient file, follow steps below: 
 
1. Access the patient file for which you want to manage messages.   
 
2. Click on the History tab in the right navigation menu; then, on the Communications tab at 
the top of the page. 
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◦ The message history for all messages shared with the patient appears on this page. 

● A message with a green dot has been shared with and seen by the patient. 
 

● A message with an orange dot has been shared, but was not seen by the patient. 
 

● A message with a red dot is no longer being shared with the patient. 
  

3. Click on the icon to the right of a message to open the Send To Portal window. 
  

● A new window opens. 
  

a. Select, if necessary, Revoke All so that the message is no longer accessible on the 
patient’s portal account. .Use this method if you have shared a message by mistake or if the 
message is no longer relevant. 
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◦ The communication is automatically removed from the patient portal. 
 

To manage all messages shared from the Portfolio tab, follow steps listed below: 
  

1. Go to the Portfolio tab. Note that only users with a clinician account can access the Portfolio 
tab.  
 
2. Click on Pending Items in the left margin of the Portal section. 
 

 

● A table lists all items shared with patients. 
  

● An item with a blue icon indicates that at least one artifact is attached. It can be a                  
document, a result, or even an invoice. 
  

● An item with a grey icon indicates that only a message is shared. 
  

3. Perform, as needed, a search in the dedicated field using the name, the last name, the                 
patient’s phone number or the content of a shared message. 
 
4. If necessary, click on the settings icon and filter items by their type in order to display                  
messages only.  

a. Check the box in line with Messages. 
 
b. Click OK to apply the filter. 
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◦ Only messages are now visible in the window. 
  

5. Click on the portal icon to the right of a communication to access its contents.  

● A new window opens. 
  
a. Select , if necessary, Revoke all so that the message is no longer visible on the 

patient portal account. Use this method if you have shared a message by mistake or 
if the message is no longer relevant. 
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◦ The communication is automatically removed from the window as well as the 
patient’s portal.  

 

Managing all items shared and unread through the portfolio  

Configure the display of items shared with the portal through your Portfolio 

It is possible for a MYLE user to share communications, documents, results, and invoices with               
the portal account for patients of the clinic. For users having a clinical account, it is possible to                  
manage unread items by all collaborators of the clinic through your Portfolio. To do this, follow                
steps listed below: 

1. Go to the Portfolio tab. Note that only users with a clinical account can access the                
Portfolio tab.  

2. Click on Pending Items under the Portal section in the left menu. Note that only items                
unread by the recipient are displayed. 

o By default, only items shared by you are displayed.   

 

o A blue icon indicates that at least one artifact is shared with the portal account. 

o A grey icon indicates that only a message is shared with the portal account.  

o The orange dot indicates that the shared item has not yet been seen by the patient. 
The item is pending. When the patient will have consulted the item, it will 
disappear from the table.  

3. Click on the settings icon in the top right corner of the page to select items to display. 
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a. Display items according to specific dates defined by entering one or both            
fields in the Date column. 

 
i. Enter a date in the top field to display only items shared starting from the               

selected date inclusively. Use the calendar icon to select a date or click on              
Today to enter the current date. 

 
ii. Add a date in the lower field to display only items shared before the selected               

date inclusively. Use the calendar icon to select a date or click on Today to               
enter the current date. 

 

iii. Enter a date in both fields to display all items shared during the interval              
between the selected dates inclusively.  
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b. Checkmark the box aligned with a site to update the list of clinicians. It is 
possible to select more than one site. 

 
i. Check the box at the top of the column named Sites to select all sites 

simultaneously. 
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c. Add shared items from one of your colleagues to your list by adding a 

checkmark next to their name.  It is possible to select more than one clinician. 

 
i. Note that contributors in the list represent those from selected sites.  

 
ii. Enter their name in the search field to find it in the list and check the box 

to the left of their name.  

iii. Check the box at the top of the Cliniciens column to select all contributors 
simultaneously.  

 

 
d. Define the item type that you would like to display in the window by selecting 

options in the Item Type column.  It is possible to select more than one item.  

 
i.       Check Documents to display shared documents. 

 
ii. Select Invoices to display shared invoices.  

 
iii. Click on Messages to display shared messages. 
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iv. Checkmark Results to display shared results. 

 
 

e. Click OK in the bottom right corner of the window to apply filters to displayed 
items or Cancel to keep the same view.  

4 Modify the number and order of table columns in your portfolio by clicking on the               
settings icon at the top right corner of the page.  
 
a. Select the settings icon at the bottom left corner of the window. 
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● A new window opens. 

 

b. Modify the column order in your window by selecting a title in the Displayed 
Columns section. 

 
© 2020 MEDFAR                                                    Page 28 de 36 

 



 Patient Portal 
 

● Use the arrows to the right of the section to move it. 
 

● Items at the top of the section appear to the left of the window and items at the 
bottom of the section appear on the right of the window.  

 
c. Completely remove a column from your window by selecting the title in the 

Displayed Columns section.  

● Use the arrow pointing left to move the title into the Available Columns 
section.  
 

d. Add a column to your window by selecting the title in the Available Columns 
section. 

 
● Use the arrow pointing to the right to move a title in the Displayed Columns 

section.  
 

e. Click on Save to apply modifications to your portfolio window or on Cancel to 
close the window.  
 

Modifying Shared Items from the Portfolio 
It is possible to modify items shared with a portal account at all times. To modify an item in                   
waiting from your Portfolio, follow steps listed below:  

1. Go to the Portfolio tab. Note that only users with a clinical account can access the                
Portfolio tab.  
 

2. Click on Pending Items under the Portal section in the left menu.  

a. By default, only items shared by you are displayed. To configure the display click              
here. 

b. The orange dot indicates that the shared item has not yet been seen by the patient.                
Once the patient has seen the item, it will disappear from the window.  

3. Use the search field to find the item you would like to modify.  

4. Click on the portal icon, to the right of the item, to open the Send to Portal window.  
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● A blue icon indicates that at least one artifact is shared with the portal account.  

● A grey icon indicates that only a message is shared with the portal account.  

● A new window with the detail of the shared item opens.  
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1. Modify items shared with the patient portal account.  

a. Note that modifications can only be made to items with a blue icon. Items with a 
grey icon can only be revoked. See how here.  

b. Send a new message to the patient about a first message by adding it to the New 
Message text field. 

i. Click on Sync To Portal to send it all. 

 
c. Revoke or add an item to share by checking or unchecking the box aligned with 

the item.  
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i. Click on Sync to Portal to send everything. 

d. Revoke the entire item by clicking on Revoke All. 
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i. Note that revoking an item removes it from the Pending Items of your             
portfolio. 

  

 
© 2020 MEDFAR                                                    Page 33 de 36 

 



 Patient Portal 
 

Annexe 

Guided Exercises 
The objective of this exercise is to guide you in acquiring sufficient knowledge of the patient 
portal.  

In order to complete these exercises, you will need two test patients as well as two email 
addresses. We recommend that you create them in advance if not already done. 

 

Account Management - Tutorial 

1- Creating a Portal 
Account through the 
MYLE Patient File 

 

1. Access your test patient #1 
2. Click the portal icon on the top right 
3. Enter your email, if not already populated 
4. Click Send 
5. Take a note of the generated code  
6. Observe the portal icon is now blue with an orange dot.  
7. Access your email 
8. Open the activation email that you have received 
9. Click on the Activate my Account button  
10. Enter the code generated in step 5 in the field Clinic Code  
11. Create and enter your password in the Password field 
12. Confirm your password  
13. Accept the terms and conditions 
14. Return to your test patient in MYLE  
15. Observe that the portal icon now has a green checkmark 

indicating that the invitation to the portal has been 
accepted 
 

 

2- Creating a Portal 
Account through the 
Portal Website 

 

1. In this exercise, you create a portal account as if a patient 
went directly to the website and created an account.  

2. Access your portal website 
3. Click Create an account 
4. Fill in the form (with information corresponding to your 

test patient #2) 
5. Click  Create an account 
6. Access your email  
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7. Open the activation email received 
8. Click  Activate my Account 
9. Accept the terms & conditions 

 
 

3- Linking a Portal 
Account to a Patient 
File in MYLE 

 

1. Access the Calendar tab 
2. Access the Patient Search, on the left side of the page 
3. Click  Search in the Portal 
4. Search the portal account created in the previous exercise 

(Creating a Portal Account through the Portal Website), by 
the name, the Health Insurance Card Number or the email 
entered during account creation.   

5. Click on your portal account that appears in the search 
results 

6. In the window that appears, in the left column, select the 
corresponding MYLE file. 

7. Click Attach 
 

 

4- Sharing two Portal 
Accounts (eg : 
parent-child) 

 

1. Access one of your test patients, that will perform account 
management (parent) 

2. Access the Portal section, that is found in the Patient Profile 
tab 

3. In the section Access Control, click Add 
4. Search a child account, select it and click Link 
5. Click Save 
6. Go to the portal account of your test patient 
7. Observe that the name of the account linked during this 

exercise appears in the account 
Sharing documents - Tutorial 

5- Sharing a Scanned 
Document 

1. Access your test patient 
2. Access the Received Documents 
3. Click on the portal button appearing on the line with 

document details 
4. Insert a comment 
5. Click Sync to Portal 
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6- Consult a Shared 
Document on the 
Portal 

 

1. Access the portal website 
2. Connect to your portal  
3. Access the Documents section of your portal 
4. Click on the document to visualize (note that the 

collaborator  comment is visible without having to click on 
the document) 
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