
   
   

    
 

 

                 
            

   

                 
               

    
 

                 
           

     
 

                  
          

 

 
 
 
 
 
 
 

                
  

                             
 
 
 
 
 
 
 
 

 
 

             
   

 
 

           

                     

Ticket Scheduling 
Patient Tip Sheet 

Ticket Scheduling is a feature in myUHN Patient Portal that allows you to book, reschedule, and cancel 
your appointments online. This feature is currently available in select clinics. 

Book an Appointment 

1. You will receive a ‘ticket’ through myUHN when your appointment is ready to be booked. You 
will receive an email notification when your ‘ticket’ is available in myUHN along with reminders 
to complete this task. 

2. Sign in to www.myUHN.ca with your username and password. If you do not have a myUHN 
Portal, create an account by selecting Sign up Now. 

3. You will see any appointments that need scheduling on your health feed once you log into your 
myUHN account. From here, you can click Schedule Now. 

To use the ticket scheduling feature, you can also search for Schedule an Appointment in the 
menu. 

Click here to learn how you can customize your shortcut bar. 

4. Review the appointment information and confirm the appointment you are scheduling by 
selecting Schedule. 
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5. Review the available dates and times and select one that works best for you. Click on the time 
listed under the date of your preference. 

Hint: You can use filters to help narrow your search to a specific day or time. 

6. Once you’ve made your selection, review your personal information and confirm it is correct. If 
it is, select This information is correct. If it is not correct, edit your information by clicking on 
Edit. Make sure to click Save Changes. 
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7. Review the appointment details. If everything looks correct, click Schedule it. 

Note: You will have 10 minutes from the time you begin the scheduling process to 
complete scheduling. 

Patient proxies with full or communication-only access will have the 
ability to schedule an appointment on behalf of the patient. 
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Note: 
You may have to schedule two or more appointments that are connected. These Appointments 
groups are bundled together. For example, a lab and a follow-up appointment may be sent as an 
appointment group. If you try to cancel or reschedule one appointment in a group, you may be 
prompted to cancel or reschedule all. 

You will know you are scheduling an appointment group when viewing the appointment details in 
this view here. 

When scheduling appointment groups, you will be prompted to select a timeslot for the first 
appointment. After selecting, subsequent appointment times may be automatically generated. You 
can continue with this appointment group by clicking Continue, or choose to book each 
appointment time separately by clicking Select times individually. 
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Reschedule an Appointment 

A ‘ticket’ will not be sent if you need to reschedule or cancel an appointment. You can only reschedule 
an appointment up to 7 days before the appointment date. 

1. Select Visits from your shortcut bar, or search in the main menu. 

2. Under Upcoming Visits, find the appointment you want to reschedule. Click on Details. 

3. This will open the Appointment Details. From here, select Reschedule appointment. 

4. You will be asked to confirm the appointment you wish to reschedule. 
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5. Review the available dates and times and select one that works best for you. Click on the time 
listed under the date of your preference. 

6. You will be prompted to provide a reason for rescheduling the appointment. Once you select the 
reason, click on Schedule it to schedule the new appointment. The new appointment time will 
now be visible in the Visits section of myUHN. 
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Cancel an Appointment 

When you cancel an appointment, the ‘ticket’ will re-appear on your health feed for scheduling. You can 
only cancel an appointment up to 7 days before the appointment date. 

1. Select Visits from your shortcut bar, or search in the main menu. 

2. Under Upcoming Visits, find the appointment you want to cancel. Click on Details. 

3. This will open the Appointment Details. From here, select Cancel appointment. 

4. This will open the Cancel Appointment window where you will be able to view the 
appointment(s) you are cancelling and provide a reason for cancellation. Once you do, click 
Confirm cancellation. 

Page 7 of 8 



  

 
    

 

   

                  
     

                  
       

 
 
 
 
 
 

                  
     

 

 

  

               
              

Decline an Appointment 

When a ‘ticket’ is sent to your myUHN account, you have the option to schedule the appointment or 
decline it. 

1. You will see any appointments that need scheduling on your health feed once you log into your 
portal account. From here, click Decline. 

2. You will be prompted to provide a reason for declining the appointment (s). Once you select a 
reason, click Decline appointments. 

Note: Once you decline an appointment, you will not be able to schedule this appointment 
via myUHN. You will have to contact the clinic to schedule this appointment. 
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