Submit a Referral
**Note: You must use Google Chrome to submit an online referral**
1. Navigate to the Children’s Mercy Provider Portal by going to childrensmercy.org and click on “Refer a Patient”.

2. Select a specialty clinic you wish to refer to, then click the link to complete the “New Patient Appointment
Form”.

3. Please note:

4. Choose a specialty clinic from the drop down menu. Depending on the specialty selected, you will then choose a
reason for consult. Once you have selected both a specialty clinic and a reason for consultation, click “Add”.

5. You now see the specialty and reason for consult have been added to the referral. Be sure to include additional
information under “Patient Symptoms”.

6. You may add multiple consult requests by repeating steps 4-5.

7. Select the preferred appointment time frame and the preferred Children’s Mercy location.

8. Select the expectations for consultative care.

9. Under “Clinic” begin typing in the name of your practice. A list of search results will appear and allow you to select
your practice from the list. If you cannot find your clinic’s name, email mmdominiak@cmh.edu to get it added.

10. Once the clinic has been selected, a list of providers associated with that practice will appear. Select the
referring provider.

11. Enter in the office phone number, as well as the office contact, if applicable. You may also indicate if the referring
provider is the same as the primary care provider by checking the box.

12. The primary care provider’s information will auto-populate. If the primary is different from the referring, please
type in the primary care physician’s first and last name with their credentials.

13. Enter in patient information. Fields with a red asterisk indicate the information is required.

14. Next, enter in parent/guardian information.

15. Select the name of the patient’s insurance plan from the drop-down menu. Please note: insurance plans that are
out-of-network with Children’s Mercy will appear with the following indicator:

16. Once insurance plan has been selected, complete the rest of the insurance fields including the subscriber’s name
and date of birth.

17. Next, the referring provider will type in their name and check the box indicating they acknowledge this is their esignature.

18. Click “Submit and Next” to attach patient documents.

19. Please note:

20. To attach patient documents, click “Upload Files” and browse your computer for the documents you wish to
attach.

21. After all documents have been attached, click “Upload”. If you do not have documents to attach, you may click
“Skip”.

22. You will see a notification indicating documents have been uploaded. Click “OK”.

23. Once referral has been submitted you will see the following message:

FAQs
Q: What if I want to save the referral form I just filled out?
A: To save the referral, you must do so BEFORE you click “Submit and Next”. Save the referral by hitting Ctrl+S
on your keyboard. This will allow you to save the referral to your computer. You will not be able to go back and
save after you click “Submit and Next”.
Q: What if I want to print the referral?
A: To print the referral, you must do so BEFORE you click “Submit and Next”. Print the referral by hitting Ctrl+P
on your keyboard. You will not be able to go back and save after you click “Submit and Next”.
Q: I am having trouble finding my practice on the “Clinic” drop-down menu, but I know it should be there. What do I do?
A: First, make sure you have the exact spelling of the practice name, including punctuation (hyphens,
apostrophes, etc.). If you are still unable to find, email mmdominiak@cmh.edu to add your practice.
Q: Can I print the referral form and fax it in instead?
A: After you fill out the online referral form, you may print a copy for your own records; however, we do
recommend that you follow the online referral process as detailed above. Please keep in mind, referrals
submitted online are immediately available for processing, eliminating delays that can occur when faxing. Online
referrals will also appear immediately after submission on the Referral Status Report, whereas faxes may take
up to 48 hours.
For help with other questions or issues regarding referral submissions, please contact Michelle Dominiak at
mmdominiak@cmh.edu.

