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Community Connect 

Accessing an Admitted Patient Face Sheet 

Audience: Community Connect Billing Specialists, Front Desk 

 
Coverage records need to be created for patients seen by your provider in a Houston Methodist hospital. If 

coverage isn’t created, charges will be self-pay. To accurately create the coverage record, find the 

admission Face Sheet. 

Accessing an Admission Face Sheet 
 

1. From the workqueue, click the Go To button and choose Appointment Desk. You can also go 

straight to Appointment Desk by clicking the Appts button and searching for the patient. 

2. Go to the Past tab (it may be labeled Admissions) and find the hospital admission.  

 
 

3. Right click on the Hospital Admission and choose View Only Admission. 

4. Once the Face Sheet is open, select the Print Forms tab at the top.  
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Community Connect 

Accessing an Admitted Patient Face Sheet 

5. Click on the HM Reg Hospital Face Sheet. The Face Sheet will be displayed at the right or bottom of 

the screen, depending on your monitor resolution. Note: While the HM Reg Hospital Face Sheet 

should default to the top position, you may need to scroll through the list of forms to locate it. 

 
 

6. To print the Face Sheet, choose a printer and click the Print button.  

7. You can also leave this tab open and go back to the workqueue or another workspace. 

8. To register the coverage, navigate back to the Appointment Desk tab. 

9. Click the appointment. 

10. Click Reg Appointment Contact at the bottom of the screen. 

11. From the Guarantor section, click Add Coverage. 

12. Now, you can move back and forth between the Face Sheet tab and Registration, or use the 

document you printed to add the patient’s correct coverage. 


