
Granting Portal Access 
to another user

Patients with an active SOMC Patient Portal account 
can share health information with family and loved 
ones by following the steps below:
	» Users will need to either have an active portal 

account linked to the email you send the request 
to, or

	» Create a new Portal account from the invitation 
using the same email address SOMC has on file.

1.	 Log onto your patient Portal via 
a PC, laptop, tablet or phone 

2.	 Open up the Account options area 
and click on Share My Portal 

3.	 From here click Create Invitation
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4.	 Complete the fields for 
the person you want to 
invite, then click Next

5.	 Select to share Standard 
or View Only access, 
then click Next
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6.	 From here you 
can select which 
permissions you 
would like to share.  
Make your choices 
then click Next 

7.	 Add the custom 
message they will see 
when they receive 
the email invitation, 
then click Next
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8.	 Verify the information 
you entered, then 
click Submit

9.	 The invitee will 
receive an email 
invite with a link to 
accept the request
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10.	After clicking the link, 
they can either log-
in to accept, if they 
already have a portal 
account, or create a 
new account to accept 
your invitation.

11.	 Once a user has access to another patient’s portal 
information, they can select which account 
they need to view by opening the Account 
options and selecting the shared account.
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