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Introduction 

The upload feature within the Assistance Reporting Tool (ART) allows you to upload case related 

electronic documents (i.e., files in .doc, .pdf, .xls, .jpg, .gif, .jpeg, .png, or .tif format) and attach them 

to specific cases.  It provides faster access to documents and reduces the risk of misplacing or 

losing documentation.  Finally, it provides a secure location for documents that may contain 

personal health information or personal identifiable information. 

To conserve server space, only upload unique documents, those that don’t exist in any other 

system.  For example don’t upload a TRICARE Explanation of Benefits since you can easily obtain 

a copy from the appropriate contractor. 

This module will guide you through the steps for uploading documents in ART.  
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How to Upload a Document 

Follow the steps below: 

Step 1: From the ART dashboard, open the case you want to upload documents to. 

 

Step 2:  Click the “Documents” tab. 

 

A pop-up window displays asking if you “Would like to save the case and continue?”  

Step 3:  Click the “OK” button. 
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The Upload screen displays. 

 

Step 4:  Click the “Browse” button to search for the file you want to upload. 
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The “Choose File to Upload” window displays.  

 

Step 5:  Navigate to the location of the file you want to upload and select the file. The maximum 

size of a document you can upload is 20 megabytes. 

Step 6:  Click the “Open” button. 
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Step 7:  Enter a name for your document in the “Document Name” field and a description of the file 

in the “Description” field.  The better you name and describe your file, the easier it is to remember 

what you uploaded. 

 

Step 8:  Click the “Upload” button.    

Your uploaded document displays below the “Upload” button. 

 

 

Note:  Click the “Delete” button if you want to delete the document.  The file will be removed from 

the case. 


