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Module: How to Export a Case to Microsoft Word
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Introduction

The Assistance Reporting Tool (ART) allows you to export case data and notes to a Microsoft Word
document. This allows you to share your case with individuals who don’t use the system.
Remember to protect personal health information (PHI) and personal identifiable information (PII)

by encrypting your document if you email or fax the document to someone else.

How to Export a Case to Microsoft Word

Step 1: Click on the case number of the case you want to export data and notes from.

CASES REPORTS E1-\3{ez |l SSN, Case#,
PENDING CASES REFERRED IN REFERRED OUT +NEW CASE
v
Date Time
Priority Case Case Type Name Provider Contacted Frame Follow Up
D 80796 Debt Collection Thompson, All Hands 03/08/2011 336/60 06/21/2012
@ Case (60 days) Bort MRI

First Previous 1 Next Last

The “Basic Information” tab displays.

Case 80796: Thompson, Bort

CLAIMS/DEBT INFORMATION DOCUMENTS HISTORY

Last Mame  Thompson Beneficiary's Curent | TRICARE Prime |
Plan/Program

First Name  Bort

Beneficiary Category Active Duty Family Member j
Provider  All Hands MR
Sponsor's Branch of  USA =l
s
SSN 123456789 eriee
Sponsors RankiGrade | Choose, if known =l

DoD Benefits Number 125454511-11

Date Contacted 03/08/2011
Date of Bith 12251975 ste Lontacted | 005720

How Contacted Phi -
Primary Phone | 5655555555 Cell =l o Lontacts one ]
T mETD Chaose. if known j Who Contacted You Beneficiary/Sponsor j

5 Other Individuals

et Contacted

City
State Choose, if known j Zip/APO

Problem Began In North j

Country  Choose, if known =l Region
Email Problem Began In  Choose, if known =l

State/Country

Problem Began In Zip
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Step 2: Go to the bottom of the page and click the “Export to Word” link. This link appears on top

of the “Notes” section and is available within each tab.

Case Type ™ Debt Collection Case (60 days) j

Motes Export to Word

g

Entered by jiglesias at 6/19/2012 3:14:36 PM

This is a test, it is only a test

Entered by jbrown at 6/6/2012 11:18:58 AM

Goodness it's very serious it seems, call the contractor for assistance.

A pop-up window displays asking “Do you want to open or save this file?”

rd ™
File Download et S

Do you want to open or save this file?

IE : Name: Caselnformation__1201947.doc
] Type: Microsoft Word 97 - 2003 Document, 2.43KB
From: art.tma.osd.mil

o ) [ s ] [ )

g

gl While files from the Intemet can be useful, some files can potentially
v

hammn your computer. if you do not trust the source, do not open or
save this file. What's the rsk?

Step 3: To quickly open the file in Microsoft Word, click the “Open” button; to save it to a location of
your choice, click the “Save” button. In the example above, we chose to open the file.
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The Microsoft Word document displays.

This document may contain informstion coversd undar the
those provisions. Healtheare information s personal and s .
circumstances that don't require patient suthorization. You ont, ar obligated to maintain it in s safe, secure and confidential manner. Redisclosure without additional ptiznt consent o as pe

Case Information for #80796

Basic Information

Last Name: Thompson

First Name: Bort

Provider: All Hands MRI

DoD Benefits Number: 125454511-11
Date of Birth: 12/25/1978

Primary Number: 555-555-5555

Alternate Number:

Street:

City:

State:

Country:

Zip/APO:

Email:

Beneficiary's Current Plan/Program: TRICARE Prime
Beneficiary Category: Active Duty Family Member
Sponsor's Branch of Service: USA
Sponsor's Rank/Grade:

Case Type: Debt Collection Case (60 days)
Date Contacted: 3/8/2011

How Contacted: Phone

‘Who Contacted You: Beneficiary/Sponsor
Other Individuals Contacted:

Problem Began In Region: North

Problem Began In State/Country:

Problem Began In ZIP:

Claims/Debt Information

Date Claim Processed: 1/1/0001
Claim Number:

Date of Service: 1/1/0001

Services Provided By:

Provider Number:

Amount Billed:

Amount in Question:

Collection Agency Name:

Collection Agency POC:

Collection Agency Number:
Collection Agency Acet/Ref Number:
Misc. costs (atty. fees, interests, ete.):

Beneficiary Owes:
TRICARE Owes:
Provider Write-Off Amount:

1637 Information

Notes:

Entered by jiglesias at 6/19/2012 3:14:36 PM

This is a test, it is only a test

Entered by jbrown at 6/6/2012 11:18:58 AM

Goodness it's very serious it seems, call the contractor for assistance.

(a),and/or the Health L 2 Portability and £ ty Act (FL 104-191) and its various implementing regulations and must be protectad in accordance with
.d must be treated sccordingly. If this corsespondence contsins healthcare information, it is being provided to you after appropriate sutherization from the pat

sediselosure or failure to maintsin confidentiality subjects you to application of sppropriste sanction. If you have recsived this correspondence in srror, plesse nofify the sender sf once end destray any copies you have mads.

The document will have the following information:

= Privacy Act Statement
= Case data from the “Basic Information” tab (SSN won't display)
= Case data from the “Claims/Debt Information” tab

= “1637 Information” (if applicable)

User “Notes”
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How to Password Protect your Microsoft Word Document

If you choose to save your exported case in Microsoft Word, remember to restrict access to the
document with a password. This protects any PII/PHI and ensures you have control of who can

view the document.
(Please note the instructions below are based on Microsoft Word 2010.)

Step 1: In the Word document, go to “File.”
(W]l i
Home Insert

Save

@, Save As
ﬁ Cpen

Lj Close

Step 2: Click on “Protect Document.”

@ ™ 3 | Caselnformation_80796[1].doc - Microsoft Word
Home Insert Page Layout References Mailings Review View
H Save . .
s Information about Caselnformation__80796[1]
f, Save As
- CihUsers\bmckeown\AppData\Local\Microsoft\Windows\Temporary Internet Files\Low\ Content.[E...
L3 Open
£ Close L.
. Permissions
33? Anyone can open, copy, and change any part of this document.
Protect
Recent Document =
MNew
. Prepare for Sharing
Print [ 5’1’ Before sharing this file, be aware that it contains:
= Document properties and author's name
Check for . =
Save & Send Issues - Content that cannot be checked for accessibility issues because of the
current file type
Help
|3 options = Versions
4 @ ] There are no previous versions of this file.
B9 Exit
Manage
Versions ~
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Step 3: From the “Protect Document” drop-down menu, click on “Encrypt with Password.”

Mark as Final

Let readers know the document is final
and make it read-only.

7

Encrypt with Password

Require a password to oper{,\\ghis
daocument.

=)
la;
Restrict Editing
% Control what types of changes people
can make to this document.
A

Restrict Permission by People
Grant people access while removing 4
their ability to edit, copy, or print.

Add a Digital Signature

s,
_R Ensure the integrity of the document
by adding an invisible digital signature,

Step 4: Create a password and click the “OK” button.

Encrypt Document Iil&]

Encrypt the contents of this file

Passward:

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ Dh_] [ Cancel

Step 5: Re-enter your password and click the “OK” button again.

Confirm Password Iilﬁ

Encrypt the contents of this file

Reenter password:

iiiiiiil
Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and

their corresponding decument names in a safe place.
(Remember that passwords are case-sensitive. )

OK Cancel

A

Congratulations! You learned how to export a case to Microsoft Word and how to protect your

document! If you have questions or need help, please email BCACDCAO@tma.osd.mil.
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