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AKO RM Claim Documents — User Guide

LOG-IN
Go to https://www.us.army.mil/suite/files/24448377

1. Login to AKO via CAC or username/password
2. The page below will be displayed with your facility’s folder
3. Click on the folder name to navigate into the folder.

**kkxx%x*All case folders and their documents must be placed inside this folder *******
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Adding Folders

Under the facility folder, make 3 main folders: “PCEs”, “Claims”, and “Active Duty”.

1. Once in your facility’s folder, click Add Folder. The Create New Folder dialog box will appear.
2. Enter “Claims”

3. Click Submit

4. Repeat steps 1-3 to add the “Active Duty” and “PCEs” folders.
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To add a patient subfolder, click on the folder associated with the claim type. (This example will use the
Claims folder.)

Click on the Claims folder to navigate into the folder.

Click Add Folder. The Create New Folder dialog box will appear.
Enter the patient folder name in <Last name><First Name> format.
Click Submit

1
2
3.
4.
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Add Files

. To navigate into the folder, click on the folder name

Click Add File. The Upload New Document dialog box will appear.
Use the Browse button to select the file you want to upload.

. Click Upload Documents.

AW N R

NOTE:
**Up to 10 files may be uploaded at one time. To upload more than 3 files:
e Click the Upload more files link. An additional field will be displayed each time you click this link.
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Modify Files

In order to modify a file that was previously uploaded, the file MUST first be downloaded to your computer.
There, the file is modified and then uploaded back to AKO. Changes made to the file when opened from the
AKO repository will NOT be saved. The file must be downloaded!!!

To download the file for editing

1. Click the filename of the file you want to download. The File Download dialog box will appear.
2. Click the Save button and save the file to your computer.
3. Make all modifications to the file on your computer and save it.
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Upload an Updated File as a New Version

AKO allows version control for documents. You are able to upload a modified document and link it to

the previous version of the document. This allows you to keep all versions of a document, but only the
latest version will appear as the current document.

1. Hover over the filename of the file that you would like to update. The option box will appear.
At the bottom of the option box, click Edit File.

Click New Version. This will allow you to upload a modified version of the file. The Upload New
Version dialog box will appear.
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4. Click Browse to select the modified file from your computer to be uploaded.

5. Click Upload New Version.

_[®ix]
J\:_‘ *a (| Ilee Search -

icrosoft Internet Explorer provided by ITBC Ft. Sam Houston

rmy Knowledge Online -
@T} - E hkkps: i, us,army, milfsuite/portalfinde:  jsp; jsessionid=E6 | SE402F 32B4E 74 78E 1 5802FFF26EFD  appd02_1

Eile Edit Wiew Fawvorites Tools Help

ools -

il - B - - [sheege ¢ G

e

ﬁ R’R? @Army Knowledge Online - kiea,robinson (CAC Session)
= T TN =

= squarepants Spongebob < wmeocom

=] j:s AKO Files Home:
[ @) Organizations
Default Organization

Show 10 [20] 50 100

[k Add File (& Add Folder o Copy 8 Delete \: Recycle Bin B Download = Move &3 Send Link ] Tiles View

DoD Organizations
Federal Agencies T | & Hame Type Creator Size DateTime GMT Version
Inside AKO - Squarepants Spongebob Extracted Medical Records pdf @ kiea.robinson 6196 KB Sep 17, 2010 5:42 FM 1
Knowledge Networks

nowiEos o [T ) Squarspants Spongebob Minutes july 2010 doex @ kiearobinson 10.59 KB Sep 17, 2010 5:44 PH 1
Self Service

€8 Personal and Teams
C] My Private Knowledge Center
(= am Foiger Upload New Versi
Uplead a new version and unleck the file.

Current lersion  Name: [ Squarepants Spongebob Minutes july 2010

New Version C:\Case Files\Squarepants Spongebob Minutes july 2010.doc]
* Name
Sguarepants Spengebob Minutes july 2010
Description

Upload New Version || Cancel

*Required

0 United

[ [ [ [ [ [ trustedsites [Ruwoe - 4
|[ & army knowledoe 0... |0 5% BM@ WD a6 & azepu

|1_:__‘ Error on page.

i start J @ [ E_', [ ] f__f: é @ J |3 Ci\Case Files

I Bt Instructions - AKO R, ., I (& Centralized Credenti, ., I [ use.xt - Motepad

NOTE:

If you do not wish to retain the previous version of a file, then just delete the file and add the new file.



Viewing Previous Versions

AKO retains multiple versions of updated files. To view previous versions:

1. Hover over the filename. The options box will appear.

2. Within the option box, click the link indicating the number of previous versions. A list of versions is
displayed.

/2 army Knowledge Online - kiea.robinson (CAC Session) - Microsoft Internet Explorer provided by ITBC Ft. Sam Houston

=18
@?} - @https:,l’,iwww.us.army.milfsuite,l’portal,l’index.jsp,'isessionid=E615E402F3284E?47BE15802FFF26EFD.appd02_1

jlil || X ILive Search L2\

File Edt ‘iew Favorites Tools  Help

ﬁ f{gf EI]CArmy Knowledge Online - kiea.robinson (CAC Session)

B 'Q%'&Eage'@TQDISv i
T Ry T

L) e o

Home v My Account~ Favorites Qulck Links * Self Service v
% AKO Files Home = ‘squarepants Spongebob 4 meocow
= (&0 Organizations

(&0 Default Organization

Show 10 [20]150 100

1 R o T . ) o . Sy
&1 DoD Organizations (& Add File (& Add Folder => Copy &8 Delete 3 RecycleBin (8] Download > Move &3 Send Link [ Ties View
(&9 Federal Agencies [T £ Hame Type Creator Size Date/Time GMT Version
(] Inside AKO Il Squarepants Spongebob Extracted Medical Records pdf @ kiea.robinson §1.96 KB Sep 17, 2010 5:42 PM 1
£ Knowledge Networks
(£ Knowiedg o N # Squarcpant Minutes iuly 2010 docx & kiea.robinson 10.59 KB Sep 17, 2010 8:27 PM z
] Self Service . N ..
[&] Self Service Squarepants Spongebob Minutes july 2010
E €8 Personal and Teams
& _‘r=cnﬁ an ams Uploader: ¢ kisa.robinzon on 17 Sep 2010 21:27
[ My Private Knowledge Center L
. i Parent: |:] Squarepants Spengebob
7 QM Folder i i

Expires: 17 Sep 2011
— Details: 10.84 KB dod!
1D: 24551807

File Options ~  EditFile~ Administer File ~

Help | Terms of Use

|Dnna

[ [ [ [ Trusted sites [# 100 -

Bistart| | (@ [ ¥ (v (3 Z & | £ cricase Files ||§mmy Knowledge O... |,)@@|E|@®g O 56 o 478

| @ Instructions - AKOR. .. | @ Centralized Credenti. .. | 3 use bxt - Motepad




To view or download previous versions:

e C(Click on the filename of the version you want to view. (The highest version number is the current
file)

NOTE:

If you want to make the previous version the current version, just delete the previous version (i.e
delete version 2, then version 1 will becomes the current version.
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Delete Files

1. Click the checkbox to select the file(s) to be deleted
2. Click Delete
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