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Uploading DMRs from an Excel spreadsheet and 
adding Attachments 
Step 1 - Log into your account  
Click on the “Login” prompt 

 

Step 2 
Enter your account number and password and click the “Login” button. 
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Step3 
Click on the “Discharge Monitoring Reports (DMR) Submittal” prompt. 

 

Step 4 
Click on the “Upload DMR in MS Excel spreadsheet format” prompt 

 
  



 

Page 3 of 8  wq-wwprm7-93 
 

Step 5 
Click the “Browse” button. The system will show your local drive on your computer. Find the file that 
you want to upload, highlight it and click ‘open’.  The name of the file will appear in the ‘Select file’ box. 
Click the “Next” button. 

 

Step 6 
The eDMR system will first validate the file structure to make sure the information will store correctly.  If 
you get an error message, it means there is something wrong with the file.  Only numbers are allowed in 
the data fields (empty white spaces).  If you have entered other characters or letters in these fields you 
will not be able to continue until it is fixed.  If you need to write notes, do so in the empty white space at 
the bottom of the Excel page opposite the ‘Comments’ label.  If you cannot get the error messages to 
disappear you will have to contact the MPCA. The system will inform you if the validation was 
successful. 

Each station has a separate tab in the spreadsheet. 

The system will also provide information on any missing values.  These messages are for information 
only; the system will allow you to continue to submit your DMR, but it allows you the opportunity to 
correct missing data before it gets to the MPCA.  

Once you have confirmed the proper data was uploaded click on the “Next” button. 
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Step 7 
The next screen is where you will attach supporting document files to your DMR submittal.  Example of 
this are supplemental report forms, release sampling reports, lab sheets, TTO certifications, or any other 
attachment you would normally send with a print DMR.  Click the “Browse…” button to search for your 
file. Find the file that you want to upload, highlight it and click ‘open’.  The name of the file will appear in 
the ‘File’ box. Select the document type using the dropdown list.  You may only have one of each 
document type.  If you have multiple files of one document type, you must combine them into one file 
prior to using this attachment screen. Click on the “Attach File” button.  Continue to do this process until 
you have attached all your documents. 

As you attach your supporting document files a list of the attached documents will be provided.  This list 
will give you the option to remove any of the attached documents.  When you have added all of the 
documents you want submitted click on the “Next” button. 

If you do not have any attachments, simply click ‘Next’ when you get to this screen. 

 
  



 

Page 6 of 8  wq-wwprm7-93 
 

 

Step 8 
The last screen has a certification statement.  Please review the certification statement as well as the 
document list.  Next provide your password and answer the challenge question and click on the 
“Submit” button.  This final step is your electronic signature.  If you do not provide it, the submittal will 
not be received by the MPCA. 
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Step 9 
Once the data has been submitted a new screen will appear stating that the DMR was successful 
submitted.  The system also will generate a confirmation email and send to the users email account.  To 
complete the process, simply click on the “Finished” button. 

 
  



 

Page 8 of 8  wq-wwprm7-93 
 

The email will look similar to the one below and have the Date, Time as well as confirmation number for 
the submittal of the DMR. 

 


