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Click the triangle beside the Public Folder to expand it.2

Select Connect to ART from top right hand corner of 
the Home Dashboard. 

1

Click the triangles next to the ART Gallery Reports and 
Resources and then the ART Gallery Reports to find a list of 
reports
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Your ART Inbox is here! You’ll  need this in Step 9



Reports are listed in numerical order. Find the row that lists 
our 0252 Data Completeness Report Card (EE).
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In the ART Item Details window, select the Schedule Report 
button.
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To schedule an ART report, click the magnifying glass next 
to report. We recommend scheduling all ART reports.
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Complete the prompts below by clicking on each prompt 
and entering or selecting the suggested text. Do not click 
Next until you have entered all prompts. You may skip 
prompts that say “optional”. The text below is just an 
example. Each report has different prompts. Please contact 
us if you need assistance completing them in ART.
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Click the Next button to schedule the report.  8
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Enter end date + 1 day

Enter the name of project

Enter start date

Enter the name of project
Select “Yes” only if you 
enter service transactions



Select the desired Report Format and Interval from the 
drop down menus. We recommend Excel for report format 
and a monthly interval through the end of the year.
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Change the End Date time to allow the report at least 1 
hour to run. In the example above, we’ve edited the End 
Date time to reflect 4:59 PM.
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Click Send. Check your ART inbox after several minutes to 
download the report.
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Protect client data. 
Never save client identifying information to your computer.
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