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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. 

 

 

 

 

 

The “Basic Information” tab displays. 
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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.  

 

 

 

 

 

 

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

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

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.”  

 

 

 

 

 

Step 2: Click on “Protect Document.” 
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Step 3: From the “Protect Document” drop-down menu, click on “Encrypt with Password.” 

 

 

 

 

 

 

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

 

 

 

 

 

 

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

 

 

 

 

 

 

 

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. 

 


