Scheduling/Re-Scheduling an Appointment on Client Portal
1. Log in to your Client Portal. If you do not have a link or cannot remember the information,
please follow this site to request another link:
https://mcclelland.clientsecure.me
2. Once logged in, you will be taken to your Client Portal homepage that looks like this:

3. To request or reschedule an appointment, click on the “Request Appointment” button on
the top right corner of the screen:

4. Once you click “Request Appointment” you will be taken to this screen:

5. Once you have decided on your session, either in person or virtual, click “Select” and you
will be taken to this screen where you will choose “Select” for the office location, even if it
is a virtual Telehealth session.

6. You will now be taken to a screen with a calendar. You can select your desired days to see
what time slots are available for your appointment:

7. Once you have found a day and time that works for you, click on the blue time slot and it
will automatically request that appointment and be taken to this screen. Once I have
approved your request, you will receive an e-mail to your account to confirm this appoint
time. **Your appointment is not officially booked until you receive the follow up email.**

8. To check on your upcoming appointments or appointment request status, click on the grey
“Appointments” link in the top left corner of your screen. From here you can check on any
upcoming appointments, check the status of requested appointments, as well as request
any new appointments.

9. If you wish to cancel or reschedule an appointment, you may do so by clicking the “Cancel”
button on the bottom left of your Upcoming or Request Appointment. To reschedule follow
the steps again to pick a new time. **Please remember cancellation and no show fees still
apply if cancelled less than 24 hours in advanced.**

