Request Further Information from a
Person

Learn how to request further information from a person when they have returned a
guestionnaire

1 In a person's record, open an episode where a questionnaire has been returned
and needs further elaboration from them
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2 If the episode is not currently assigned to you, click Assign to me
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3 Click "Ok"
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@ Assigning an episode to yourself marks you as the last person to take action on

the episode, and allows you to make changes / progress the episode with the Next
Steps button

4  Click "Request Further Information"
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Enter information about what the person should elaborate on - give them enough
information to understand which questions you need them to reconsider, and
what information you want them to provide.

When ready, click Send

2 dUill .
When you click "Send", they will receive an email requesting them te provide the information
required by editing their previously submitted questionnaire.
The email will be sent to: jamesgrant@testorganisation.oh

Additional

g 2 You indicated you are allergic to nuts - please be more specific; do you
information y & P P LAY

required mean Tree Nuts or Legumes, and is this contact only or Airborne?

The person will get a new email with a link to their questionnaire, with all their
existing answers filled in. They can then elaborate on whichever answers need
more detail, and will press "Send" again when ready to provide their update.



7 MediWork will update status to show you when further information has been
requested (awaiting a return of their questionnaire), or when they've provided the
information required.

You can send a reminder email or fill in the questionnaire on their behalf just as
before.
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