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 Create Orders
• To submit a referral for a consult or for a medical imaging exam, first make sure that you 

have pop-ups turned on under your internet browser settings. 
• Click Orders from the blue menu bar and select Create Orders.

• On the Create Order screen, click Patient Search.

• Enter patient search criteria and click Search.

• Select patient from search results. 
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• If patient is not listed, click “create a new patient”.

• Enter patient’s information and click Save.

• After patient has been selected you will see their information populate across the top of the 
Create Order screen.

• Under Referral/Order Information, select the referring physician and location (the location 
will always be Children’s Mercy Hospital..
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• Select the type of order you want to submit and click Create Referral/Order Form(s).

 Consult Service Request
• When submitting a request for consult services, the first section you will need to complete is 

Patient Information. 
• Please take note of the instruction regarding urgent appointment requests:

• The patient’s name, date of birth and referring provider will pre-populate along the top of 
the request form.

• If the patient has been seen at Children’s Mercy before, their address will pre-populate. If 
they have not been seen before, those fields will be blank.

• Required fields will be highlighted in yellow. 
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• Please complete ALL patient information fields including preferred language, email and 
emergency contact if available. 

• Check the box to verify that all demographic information is current and up to date.

• If primary care provider is the same as the referring, please indicate on request form by 
checking the box. 

• Once all patient information fields have been completed, click NEXT to move on to the next 
section.

• When filling out billing information, first select the type of insurance from the “Bill To” drop 
down menu. 

• If insurance information is not available, please select “Unknown”.
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• Once again, if the patient has been seen previously by Children’s Mercy, their billing 
information will pre-populate. If they have not been seen before, those fields will be blank.

• Please enter all primary insurance information including the subscriber, insurance name, and 
policy number.

• Once all fields have been completed, please verify that insurance information is current and 
up to date.
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• If the pre-populate billing information is not current, please click “Clear Primary Insurance 
Section” to clear all fields and update with current insurance.

• If the patient has secondary insurance, please complete those fields as well. 
• If the patient has Medicaid, you may check the box next to “Self” and the patient’s 

information will populate in the subscriber fields.

• Once all billing information has been completed, click NEXT to move on to the next section.
• Under the Request Service section you will select the specialty clinic in which the child needs 

to be seen as well as enter the reason for consult and attach relevant patient records.
• First, please indicate the expectations for consultative care: 
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• Next, select the preferred appointment location. Please note that not all clinics and services 
are offered at all locations.

• Select the preferred appointment timeframe. 
• For all urgent requests requiring a patient to be seen in less than 3 days please have referring 

provider call 1-800-GO-MERCY (1-800-466-3729). 

• Under the Consult Request section, you can add one or multiple consult requests. 
• First choose a specialty clinic from the drop down menu:

• After a specialty clinic is selected, you will then select a reason for consult from a list of 
options specific to that clinic.

• If you do not see an option that matches the reason you are referring for, select “Other” 
from the drop down menu.
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• Once you have selected both the specialty and reason for consult click ADD.

• The request is now added to the request form. If you would like to add a second consult 
request, follow those same steps: select specialty, select reason, click ADD.

• Some reasons for consult will require that you add specific information necessary to 
schedule the appointment. 

• Enter the response to the “Required Details” as well as any “other pertinent medical 
complexities.”

• After you answered all Required Details, you may scroll down to Practice Comments and 
enter in any communication you would like to leave for Contact Center schedulers.
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• Click Review to Submit to review the consult request information before final submission.

• Make sure all information is correct, if you need to add or change information you may do so 
at this point. Once information is confirmed, click Submit.

• The consult request will now be submitted to the Contact Center for processing. You may 
track the status of the order from your Orders Inbox.

• With My Patient Connections you can add patient documents as an attachment directly to 
the consult request.

• When you are filling out the request form, after you have added the consult request, scroll 
down to the Attachments section and click Save & Attach. 

• You will see a link appear to the right. Click the View/Attach Files link.

• This will open the Order Attachments window. 
• Enter in a description of the file you will be uploaded. This can be as simple as the patient’s 

first and last name. 
• Click Select File to upload the document.
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• Select the file from your computer that you wish to upload. 
• After the file is selected you will see the name of the selected file populate underneath the 

Description field.
• Click Upload Selected File.

• You will see a pop up window indicating the file was uploaded successfully. Click OK to close 
the window. 

• The uploaded file will appear under Files Uploaded to this Referral/Order.
• Repeat those steps to add any additional documents and click Close Window when done.
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• My Patient Connections also allows you to add more than one consult request for a patient 
to a single request form.

• If a patient is needing appointments in multiple clinics, add the first consult request 
following the Request Service instructions.

• After the first consult request has been added, simply select the next specialty clinic from 
the drop down menu as well as the Reason for Consult and click Add.

• The second consult request will be added to the request form.
• Once again, answer any Required Details if indicated.

1
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 Request for Medical Imaging
• Just like it did with a consult request, the patient’s information will display across the top of 

the request form.
• Required fields are highlighted in yellow.

• Please complete ALL patient information fields including preferred language, email and 
emergency contact if available. 

• Check the box to verify that all demographic information is current and up to date.

• Once all patient information fields have been completed, click NEXT to move on to Billing 
Information.

• Select the type of insurance from the Bill To drop down menu.



12

• Once again, if the patient has been seen previously by Children’s Mercy, their billing 
information will pre-populate. If they have not been seen before, those fields will be blank.

• Please enter all primary insurance information including the subscriber, insurance name, and 
policy number.

• Once all fields have been completed, please verify that insurance information is current and 
up to date.
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• If the pre-populate billing information is not current, please click “Clear Primary Insurance 
Section” to clear all fields and update with current insurance.

• If the patient has secondary insurance, please complete those fields as well. 
• If the patient has Medicaid, you may check the box next to “Self” and the patient’s 

information will populate in the subscriber fields.

• Once all billing information has been completed, click NEXT to move on to the next section.
• From the Request Service section, select a preferred appointment date and time.

• If known, please include the PreCertificaiton #.
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• Click the Search for Exam button. This will open the Exam Lookup window.

• From the Exam Lookup screen, you will first select the location on the body for the exam.

• Next, select an exam from the Department menu.

• To search for an exam, enter a keyword to limit search results and click Search.

• Search results will populate based on the search criteria entered. Check the box next to the 
exam to select and click Add Exam.
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• The added exam will appear at the bottom of the screen. If additional information is 
indicated, enter response under Test Comments.

• If you are requesting multiple exams, repeat those same steps (select location, select 
department, select exam, add exam). Once all exams have been added, click Done.

• After the exam has been added to the request form, you may choose to add an ICD code. To 
do so, click Search for ICD.

• From the Medical Code Lookup screen, enter a Search Value either by code or keyword and 
click Search.

• Search results will populate below. Check the box next to the code to select and click Add 
ICD(s).
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• Added ICD codes will display at the bottom of the screen. After all codes have been added, 
click Done.

• After you have added the ICD code to the request form, enter in History/Reason for Exam.

• The referring provider may make additional comments under the Practice Comments section 
if necessary.

• Once you have entered all exam information, click Review to Submit at the bottom of the 
request form.

• Review the order to confirm that all information is correct. Click Sign & Submit to add the 
eSignature.

• Enter the eSignature password and click Sign.

• The provider’s signature will populate at the bottom of the request form.


