
 
  

 

 

   

 

 

       

         
  

  

    

     
  

    

 

 

   

   

 

  

     
  

 

A Resource for Schedulers and Admins 

Patient Initiated MS Teams Video Visit Appointment Cancellation 

Patients can choose to cancel their scheduled MS Teams video visits from myUHN Patient Portal. This 
decision was made at the organizational level since it aligns with the Patient Declaration of Values and 
can help with clinic efficiency. 

Patient initiated cancellation notifications are sent to In Basket, Pt. Schedule subfolder. 

Patients will have an option to cancel MS Teams video visits if they are scheduled at least a week in 
advance. 

If the patient does not have an active myUHN Patient Portal, eCheck-in gives them temporary access. 
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1.0 Cancellation,  Patient View   

Patient cancels the appointment from their myUHN Patient Portal 

1. The patient logs into myUHN Patient Portal, goes to Upcoming visits and clicks on the visit 
they wish to cancel: 
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2.  The  Cancel  appointment  option  will  appear  a week in advance  of  the scheduled visit.  

 

 

 

 
 
 

If the MS Teams video  visit  will occur in  less  than  a week, or  is  a different  visit  type  (phone, 
in-person, OTN),  it cannot  be cancelled.  
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3.  The patient clicks on  Cancel appointment  and  on the next screen  can select a reason, enter 
comments and  click Confirm Cancellation.  

   
 

 

4. Once cancelled, the patient will see the following confirmation screen. Depending on 
patient’s communication preferences, they might also get an email, SMS or myUHN message 
confirming the cancellation. 
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2.0  Cancellation,  Clinic  View   

• In Basket, Pt Schedule folder 

Once the patient sends the cancellation, notification will come to Pt Schedule folder in In Basket. 

 

 

NOTE: 

If the Pt Schedule folder is not visible, please send a ticket to SNRG-Synapse MyUHN Team so that the user template can be reviewed. 
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