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 Action Requested
• In the Orders Inbox, you may see orders with a status indicating “Action Requested”.

• This status indicates that additional information is needed from the practice before the order 
can be processed for scheduling. You will need to add the information to the order and 
resubmit.

• To do so, click on the order ID to open the referral.

• Scroll to the bottom of the order to view the Facility Comment. These comments will be 
entered by Contact Center staff and will indicate what information is being requested.

• To enter the additional information, you may do so in one of 3 ways: 
• The first is to scroll to the Consult Request section and enter your response in the “Enter 

Your Response Here” field.
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• The second is to add the information under the Practice Comments.

• The third way is to add an attachment. Go to the Attachments section of the referral form 
and click “View/Attach Files”.

• The Order Attachments window will open. Enter a description of the file and click “Select 
File”.

• Choose a file to upload from your computer. The file name will appear under the description.
• Click “Upload Selected File”. 
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• Once the file has been uploaded you will see the confirmation box pop up. Click “OK” and 
close the Attachments window.

• After the additional information has been added and/or attached, click “Submit” at the 
bottom of the form.

• The order will be resubmitted to Children’s Mercy for processing and you will see the order 
status change from “Action Requested” to “Modified”.

• For more information on order status and allowable actions, please review the “Orders Inbox 
and Order Status” resource on the Children’s Mercy Provider Portal: 
https://www.childrensmercy.org/my-patient-connections-resources/
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