Avatar Guide: Client Face Sheet Report


[bookmark: _GoBack]From “HomeViewBILLING” use the “Search Forms” field in the “Forms & Data” widget to locate the Face Sheet MHS 140 report. Alternatively, the report can also be accessed by the file path. Under the “Search Forms” field is an option 
to Browse Forms. Click “Avatar PM” and then from the drop down list go to Billing, then BHMIS Reports, then select Face Sheet MHS 140. With either option, a window will pop-up for you to enter the Client Number under the “Select Client” tab. 
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Select the client after you enter the client number to move to the report form. 

[image: ]
The Client Number will stay populated (Shown as Patient ID). Click the “Process” button on the left side of the form
Under the Face Sheet MHS 140 tab. 

[image: ]
The Face Sheet report will open in a separate window. You can print the Face Sheet by selecting the printer icon 
Button at the top left of the screen. If printing, ensure that the viewing size is no more than 100% so the report
prints correctly. To close, click the red “X” in the upper right corner. This will take you back to the Face Sheet form.

[image: ]
           
        	If you want to run a Face Sheet for another client, select “Yes” to return to the form and enter the next Client ID in 
	The “Patient ID” field and repeat the above steps. 
	
	If you do not want to run a Face Sheet for another client, select “No” to exit the form. 

             [image: ]
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