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INTRODUCTION 

This guide is intended to assist you in navigating the AFMC Student Portal for Visiting Electives and will provide you with 
instructions on how to set up your account, apply for electives, view the status of your requests and accept or reject an 
offer. 
 
Take a few minutes to familiarize yourself with the features of the Portal. If you have any questions once you’ve gone 
through the guide and followed the steps, please contact us at service@afmcstudentportal.ca. We are always available to 
help you.  

THE AFMC STUDENT PORTAL 

 

Our services are available to Canadian and International undergraduate medical students. 

 

Home Page 

Access the AFMC Student Portal at https://afmcstudentportal.ca 

1. Clicking on the above link will bring you to the Home Page 

mailto:service@afmcstudentportal.ca
https://afmcstudentportal.ca/
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The Home Page provides valuable information regarding visiting electives including the following: 

• To Login after your account has been activated, click on the LOGIN button on the Home Page. 
• To access the user guide, click on the link 
• For more information on the schedule of when application rounds open, click on Browse Schedule 
• The launch of the Capacity-Based Model applies only to Canadian students.  For more information on the launch 

of the Capacity-Based Model, click the link for more information 

PORTAL FEES? 
1. Portal Registration fee: A one-time non-refundable registration fee for an account. This fee covers the costs of the 

Portal software maintenance and administrative expenses.   

2. School Application fee:  Schools charge an application fee when applying. 

3. School Acceptance fee (optional): Schools charge an acceptance fee to confirm the elective choice. 

 

To see the registration fees and fees by school, please click on the School Fees link on the website. 

 

 

  

https://afmcstudentportal.ca/visiting-electives-fees-by-school
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CHECK ELIGIBILITY 
Read the Host schools’ requirements on their Institution Profile including: 

✓ Elective Policies  

✓ Documents required 

✓ School Application Fee 

✓ Visiting Electives Dates 

1. Click the School logo to view the Institution Profile.  In our example below we’ve selected the University of Alberta: 
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INSTITUTION PROFILE LAYOUT AND CONTENT 
1. Click general to view School contact information. 

 

 

Institution Profile Policies 

Must-Read information about the Policies and requirements, Health and safety, important information, Travel and 
accommodation, Cancellation & change requests, and other topics 

DOCUMENT REQUIREMENTS are available on the policies & requirements tab.  Some schools require school specific 
pre-requisite documents; their institutional profile has links and more information on how to complete the forms. 
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IMMUNIZATION 
International students will be required to complete the AFMC Immunization form and attach it to your profile.  For 
more information on completing the form, click on the immunization tab on the website Immunization – Student Portal 
| Portail étudiant  
 

  

 

  

https://afmcstudentportal.ca/immunization
https://afmcstudentportal.ca/immunization
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OBTAINING AN ACCOUNT 
 

For International Students, click on the Homeschool Verification From  link on the Student Portal Home Page to begin the 
process of getting an account. 

 

 

1. Once your account has been created in the Portal, you will receive a Welcome email with the subject line: InPlace 
Network: Account Activation.  Please note that InPlace is the vendor which provides the service for The Portal.  

In the email you will be provided with a link to login and reset your password. 

You can access the Portal using a laptop, computer, tablet or phone. 

2. Clicking the link will bring you to the following screen: 

 

3. Enter your password and confirm password, select Reset and you will receive confirmation of your password reset 

https://www.cognitoforms.com/AFMC3/HomeSchoolVerificationForm
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4. Select the Return to log in page link: 

 

5. Enter your Username (email account) and Password to log in. 
6. Select the InPlace Network link: 

 

LOG IN 
To login to your account, simply go to the Student Portal Home Page and select the Login button. 

 

The first time you access your account, you will be prompted to accept the Terms and Conditions and any other 
information.  Please read each of these carefully before accepting them. 

You will now be at your Main Screen as shown below.   
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1. If your screen shows that you have an outstanding payment for your registration fee, you only need to pay your 
registration fee when you apply for your first elective.  This will be discussed in detail in further sections. 

2. The Dashboard has 2 sections where messages will be posted and updated periodically, always check these 
messages 

3. Your Dashboard includes To Do’s, Notifications and a list of the placements and status that you have applied for.  It’s 
important that you address your To Do’s and Notifications as these messages come from elective coordinators and 
may require action from you for them to process your application. 
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UPDATE YOUR PROFILE 
The first thing you need to do is update your profile.  Click on the Profile tab which will bring up your profile screen 

 

Verify and ensure the following fields are entered correctly: 

• Your date of birth 
• Anticipated Graduation Date 
• Enter your Home Country 
• You must upload a profile picture.  This should be the picture provided by your school.  To attach a picture, simply 

click on the circle (shown as above), this will open and allow you to select a file to upload. 
o If your school does not provide you with a picture, ensure you take a professional type headshot that has a 

high resolution and attach it to your profile. 
• Click SAVE when you have verified all your information is correct and have uploaded your photo. 
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POLICIES FOR VISITING ELECTIVES 
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SUBMITTING AN APPLICATION  
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APPLY TO ROUNDS 
 

On your Student Dashboard select APPLY TO ROUNDS.  The number in brackets indicates how many rounds are currently 
open for you to apply to. 

 

 

The screen will show you rounds that are currently open to apply to by school.   

 

Before selecting a school to apply to, ensure you have read their institutional profile to ensure you understand all 
requirements prior to applying. 
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APPLY YOUR FILTERS 
Ensure you correctly apply your filters and select Filter 

 

The screen will return results if there is capacity for the specialty you selected. 

 

 

Select the elective you want to apply for by clicking on the check mark.  Always ensure you select Monday as a start date 
regardless of whether Monday is a statutory holiday. 
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COMPLETING YOUR APPLICATION 
Always select the Sunday as the end date.  Duration is always 10 days for a 2-week elective, 20 days for a 4-week 

elective.  Fixed Dates = Yes, Fixed Duration = Yes. 

 

 

ADDING PREFERENCES 
You can add up to 4 additional preferences on your application.  These preferences must all be within the same 

specialty.  To do this, click on Add Preference: 

 

Clicking in the Search box will display the name of the school.  Click on the arrow next to the school name will 

display the list of sites available. 
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Click on the arrow next to the site name to display the specialty, click on the arrow next to the specialty to display 

the elective name to select.  If there are no options to pick an elective name, there is no availability at that site. 

 

 

Click on the elective name you wish to apply to then click on the Add button. 

 

You will see your preference has been added to your preferences: 

 

 

You can add up to 4 preferences. 
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ADDING YOUR COMMENTS 
 

• Enter any comments you want that relate to the elective you are applying for.  If you are applying for a 2-week block but 
are flexible on dates, enter this in the comments. Adding comments will provide the elective coordinator with more 
information on the electives you are looking for. 

 

ADDING YOUR PREREQUISITES 
Each school selects the prerequisites required to apply to their school.  If you have already applied to some schools, you 
would have uploaded prerequisites to your profile.  You only need to upload your prerequisite once.  You can only upload 
your prerequisites when you start an application to a school. 
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SUBMITTING YOUR PAYMENT 
 

 

You will now be required to PAY & SUBMIT.  Click on the PAY & SUBMIT button will take you to the next screen: 

 

Enter your Card information and click I agree to the Plan Terms and Conditions and select SUBMIT PAYMENT. 

Once your transaction is processed you will see a screen with the option to print your receipt or to go to your application. 

If you have not yet paid your registration fee, you will be prompted to pay that first prior to paying your acceptance fee.  The 
registration fee is only paid prior to submitting your first application and is a one-time fee for you to use the Portal. 

Select the Payment Plan you are paying for and provide your card information and SUBMIT PAYMENT  

 

You can download copies of your receipts.  You can also find your receipts under the Payment tab under your Profile on 
your Main Screen: 



 

 

 

 

  Page 20 
Revised August 12, 2026 

 

 

TRACKING YOUR APPLICATION 
You will receive an email when you submit a request.  You will also be notified via email when changes are made to your 
request. 

When submitting a request, it’s important to view your profile to ensure there are no outstanding To-Do’s to be completed.  
If there are, follow the instructions to complete the outstanding To-Do. 

View your request 

To view a pending request, simply click view 
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The Request Details screen provides the information for the request you submitted.  You can make changes to the request 
once you have submitted it.  If you DO make changes, you MUST provide a comment which will be shared with the Elective 
Coordinator and the Placement Contact.  The comment needs to indicate what you have changed on your request.  

 

RESPONDING TO YOUR TO-DO’S 
Your To-Do’s are shown are your Student Dashboard, it’s important to monitor you student dashboard regularly to see if 
there are TO-DO’s you need to address as these are required for the processing of your application. 

NOTIFICATIONS 
You will receive notifications on your dashboard.  You can disregard the notification to manage your placement timesheet 
and roster, this is functionality we do not use on the Student Portal. 

 

ACCEPTING OR DECLINING AN OFFER 
 

For International students, you will have 7 days to accept an offer. 
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Enter a reason and select OK 

Your Student Dashboard will provide information on the actions you have taken. 
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FAQS FOR STUDENTS 
Where can I find elective opportunities to apply for? 

 

On your Student Dashboard, click APPLY TO ROUNDS.  This will take you to a screen that shows all Rounds that are 
currently open by school with information on the placement dates and applications dates. 
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How do I know which pre-requisites I need to upload to my student account?  

 

 

Where can I check the status of my visiting applications?   

On the Student Dashboard: Your Requests are shown on your Dashboard and include information for your request 
including the Status. 

Is it possible to update a document after I have submitted my application? 

Go to Your Profile and replace documents under Prerequisites by selecting EDIT, if you need to replace the file you 
uploaded click the black x to remove it and attach a new file: 

 

 

On the School’s 

Institution Profile – 

Student Type at 

afmcstudentportal.ca 
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Can I cancel an elective? 

Students can no longer cancel an elective, except for mitigating circumstances where both the home school and host 
school agree. 

My school has agreements with the school I am applying to why am I required to pay 

fees? 

If your school has agreements in to place to waive certain fees, contact the elective coordinator at the school you are 
applying to.  They will work with the AFMC Student Portal team to create your applications. 

 

Key information I need to know before I apply? 

Please ensure you review the institution profile for the school you wish to apply for.  There is important information that 
changes on an ongoing basis to provide students with key information needed prior to applying for an elective. 
 
Please note that if you want to apply for an elective that is being offered over several weeks and you want are available for 
multiple times during that period, you only need to apply ONCE and put in the comments your availability.  Applying 
multiple times for the same elective at the same school for different timeframes is frowned upon as it is more work for the 
elective coordinators and you will be required to pay for each application submitted, there will be no refunds provided in 
this case.  The dates you choose for your application would be your preferred date; in the comments you would put in 
alternate dates that you are available.  This way, the elective coordinators and the placement contacts at the sites will be 
in a better position to offer you a placement. 
 

KEY MESSAGES FOR STUDENTS 
✓ Plan your visiting elective(s) in advance 

✓ Complete your immunizations ahead of time 

✓ Make sure you carefully READ the application Policies and Requirements on the school’s Institution profile before you 
apply 

✓ All fees are Non-Refundable so ensure you are selective and accepting the right requests when applying your 
payments. 

HELP DESK SUPPORT 
• Consult the help documents on the Portal Help Desk website: https://afmc.happyfox.com 

• Support is offered from 8:00 AM to 6:00 PM EST trough the Portal Help Desk website: https://afmc.happyfox.com 

 

https://afmc.happyfox.com/

