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IRAS Online Portal - User Manual for Mental Health Facilities (Portal Navigation) 

Updated August 2026  

Step 1 – Sign into the Portal  
Go to portal.irasbc.ca and you will arrive at the portal login page below:  

Choose the Facility login option to get access to your Facilities Portal. 

https://portal.irasbc.ca/
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Enter your Unit and your Access Code and click Login. 

Note: If you do not have an access code, click on “Forgot Access Code” and the current code will 
be sent to the email associated with the unit. If you still need assistance, please check with a 
member of your staff team or contact the Independent Rights Advice Service by calling 604-681-
4070 or emailing intake@irasbc.ca. 

 

*Please double check there are no spaces before or after the access code. 

Step 2 – Submitting the Request for Rights Advice Form 
To fill out a Request for Rights Advice Form, click on New Case button. 

Fill out the information. Once the form is complete, click “Submit” 

Facility details will auto-populate based on your login and you will need to select your unit. This 
information is editable in your Profile tab. See pages 5-6. 

 

mailto:intake@irasbc.ca
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*Include a preferred meeting time (and day, if relevant) so we can best ensure the meeting 
works for the unit schedule.  

Step 3 – Completing the Process 
The next screen confirms that your form has been submitted, displays the Case ID, and provides 
the option to generate and download a PDF copy of the Request for Rights Advice Form to attach 
to the patient's file. The meeting will be scheduled by our scheduling team, and an email with the 
meeting link will be sent to the unit email. 
When you click 'Generate PDF', the Request for Rights Advice form will be generated. 
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Step 4 – Downloading the Forms   
Following next steps related to the Rights Advice Meeting, the Rights Advisor will complete Section 
3 of the form, which will then be automatically emailed to the primary contact listed by the facility. 
 

 

 



5 

IRAS Facility Portal Short Manual (August 2026)                                 

Click on the “Download PDF” link to access the completed form for the patient’s file. This is a one-
time use link. However, if another copy of this form is required, please contact us at 
intake@irasbc.ca. 

  

Upcoming Meetings Section 
 

A list of your unit’s upcoming rights meetings can be accessed in the “Meeting” section. 
 

 

 

 

mailto:intake@irasbc.ca
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Navigate to the Meetings section on the left-hand side menu of the portal. There, you can view a 
list of the upcoming meetings for your unit. Clicking on “Meeting Link” will bring up a zoom link for 
the rights meeting as well as a list of dial-in numbers if the meeting will be conducted by phone. 
 

  

 

Additional – Managing Facilities and Unit Details 
Facility Information, navigate to the profile section in the left side menu: 

You can click the green Edit Profile button and change the information if necessary. Then click 
Save to make changes.  

Note: Please enter the agreed-upon central email address designated for Rights Advice Meetings 
at your facility/unit. 
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Editing and Updating Unit Information 

Navigate to the profile section in the left side menu and click buttons on the right to Add Unit or 
Edit Details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

111-111-1111 

contact@unit.facility.ca 

contact@unit.facility.ca 

111-111-111 
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Editing Unit: To edit units, click 'Edit,' then select the green clipboard icon to modify the 
information. Once you've made your changes, click 'Save' and then 'Done' to complete the 
process. 

 

 

Emergency Units  

When adding or editing a unit, use the Emergency checkbox if the unit is an emergency room. 
Units marked as emergency unit will have a designated flag in the system, allowing the 
scheduling tool to prioritize and book same-day or next-available appointments. Please ensure 
the checkbox is selected for any emergency unit. 

 

 

 

 

contact_email@unit.facility.ca 

contact@unit.facility.ca 

contact@unit.facility.ca 

contact@unit.facility.ca 
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Adding Units: With An Access Code  

If you already have an existing access code: navigate to the profile section, scroll down to 
available units and click the green 'Add Unit' button, enter all required information, and include a 
central unit email address where the links will be sent. If it is an emergency unit, select the 
emergency checkbox.  

 

Adding a Unit Manually Without an Existing Access Code:  

If you do not have an existing unit access code, follow these steps to add a unit in the portal:  

1. Email Request: From the shared email address that will serve as the unit’s email in the 
portal (used to receive meeting invites and closed case PDFs), send a request 
to intake@irasbc.ca. Include the unit name in your email.  

2. Receive Link: The scheduling team will send a link from no-reply@irasbc.ca.  

3. Complete Unit Profile: Click the link or use the “Complete Unit Profile” option in the 
portal. Fill in all required unit information.  

4. Submit: Once all information is entered, select Submit. 
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5. Access Code: The access code will be sent to the email linked to the unit.  

 

 

 

 

 

 

 


