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Assistance Reporting Tool

Module: How to Upload a Document
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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 unigue 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.

PENDING CASES REFERRED IN REFERRED OUT

v

Priority Case Case Type

P 8079 Debt Collection

Step 2: Click the “Documents” tab.

Case 80796: Thompson, Bort

( BASIC INFORMATION CLAIMS/DEBT INFORMATION
.

Provider

All Hands
MRI

+NEW CASE

Time

Contacted Frame Follow Up

03/08/2011 328/60 06/21/2012

Previous 1 Next Last

DOCUMENTS HISTORY

3

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

Step 3: Click the “OK” button.

i

b \.
I | Would you like to save the cese and cortinue?
k- >
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The Upload screen displays.

Upload Scan

* Maximum document size is 20 MB Scan a Document

Select the Document Browse...
Document Name

Description

Upload

Step 4: Click the “Browse” button to search for the file you want to upload.

Upload Scan

* Maximum document size i1s 20 MB Sean o Doctrieat

Select the Document Browse...
Document Name db
Description

Upload
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The “Choose File to Upload” window displays.

& Choose File to Upload

£
K3\ )| | « C55- Customer Service Electronic Records » ART » Modules » ART Redo Modules ~ | 43 J|| Search ART Redo Modules P

Organize v New folder

3¢ Favorites
Ml Desktop
& Downloads
% Recent Places

= Libraries
@ Documents

Ji Music
[ Pictures
i Videos

1M Computer

?'! MNetwark

File name:

MName

ART Module-How to Log In with a CAC-..
ART Module-How to Leg In Without a C...
ART Module-How to Scan A Docurnent L.
ART Module-How to Upload A Documen...

Date modified

6/8/201212:03 PM
6/8/2012 12:08 PM
6,/6/2012 9:21 AM
6/7/2012 4:42 PM

Type

Microsoft Word 9...
Microsoft Word 9...
Microsoft Word 9...
Microsoft Word 9...

603 KB
1333KB
1,510 KB

U2 KB

~ [AlFiles -

I Open |vl [ Cancel I

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.

| @ Choose File to Uplo

Organize = Mew folder

Step 6: Click the “Open” button.

=y 0 @ |
,‘:r Favarites MName # Date moedified Type Size .
B Desktop B ART Module-How to Log In with a CAC-..  6/8/201212:03PM  Microsoft Word 9., 603 KB
j Downloads ART Module-How to Log In Withouta C...  6/8/201212:08 PM Microsoft Word 9... 1333 KB
c'_:—‘\‘-'j Recent Places @ ART Module-How to Scan A Document .. &/6/2012 8:21 AM Microsoft Word 8... 1,519 KB
|@ ART Module-How to Upload A Documen...  6/7/2012 4:42 PIV Microsoft Word 9... 342 KB
4 Libraries
@ Documents
J‘ Music
[&=] Pictures
B videos
18l Computer
Gh Netwerk
File name  ART Module-How to Upload A Document-06062012.doc > ’A“ Files ("7} ']
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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.

Upload Scan
* Maximum document size is 20 MB

Scan a Document

Select the Document G \Tma\BE&S Shared\CS5: Browse..
Document Name How to Upload A Document

Description Module on how to upload a
document -

lpload

Step 8: Click the “Upload” button.

Your uploaded document displays below the “Upload” button.

Upload Scan
* Maximum document size is 20 MB Scan a Document

Select the Document G:\Tma\BE&S Shared\CS! Browse...
Document Name How to Upload A Document

-~

Description Madule on how to upload a

document -
Upload
Date Uploaded \ Document Name File Type Description
B/7/2012 How to Upload A Document ~doc Madule on How to Upload a Document Delete

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

the case.
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