
Import DMRs 
 
Instructions are in the NetDMR Permittee and Data Provider User Guide, Section 5.2.2. 
 
File specifications are in Appendix B.  Appendix C lists the fields that can be submitted 
in the order they must appear for each row. 
 
Import file can contain data for new DMRs, DMRs that have been partially entered or are 
in progress, and corrections. 
 
DMR Import File must be in comma delimited or comma separated value format (csv) 
and be saved with a filename that does not contain spaces and have an extension of  
‘.csv’, ‘.txt’, or ‘.zip’.  Recommend that you zip according the the PK Ware zip format 
and saved with an extension of ‘.zip’.  Note:   Files cannot be larger than twenty 
megabytes. 
 
Use the NetDMR Edit DMR functionality to acknowledge soft errors and enter DMR 
level information such as Principal Executive Officer. 
 
Review a sample Excel File (Mike Garretson’s) 
 
Review an example in the Import File Description 
 
Easiest way to identify required fields  (ex. monitoring loc., season no.) 
 State/EPA provide Limitation Summary, or search DMRs in NetDMR to 
 find the keys. 
  
 Frequency of analysis, No Data, Sample Type – Search All DMRs & CORs, 
 click on LIST for acceptable values. 
 
 
Import Procedures 
 
Prepare properly formatted import file.  One permit ID per import file.   
 
Review Example of Excel spreadsheet for NM0022306 (send separately) 
 
Reminder:  Click on “My Account” to verify you have Signatory or Edit access for the 
NPDES ID. 
 
If a user has only a View role, the screen will display the Perform Import and Check 
Results however the person will not have access to perform these functions. 
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To Generate an Import file, follow these steps: 
 

1. Highlight all of the cells, go to Format, click Cells, and select Text. 
2. Enter the data in the correct format. 
3. Save As and select  .csv  
 Import File Name – Remember Filenames cannot have spaces in them.   
4. Another option - rename the file to .txt   
5. Another option - Zip the file 

 
Note:  When the CSV file is opened, the formatting changes (the date goes from mm-dd-
yyyy to m/d/yyyy, Permitted Features and parameter code loses leading zeros).  Do not 
save the CSV file after step 3.    
 
If you want to open the file back up again with leading zeroes intact you can use Excel’s 
“Data/Import External Data” feature and be sure to change each column from “General” 
to “Text” while in the Import wizard. 
 
 
To Upload an Import file into NetDMR, follow these steps: 
 

1. Log into your NetDMR account as a Permittee User or Data Provider with Edit 
access. 
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2. Click on Perform Import   (must have Edit role) 
 

 

 
 

3. Select the permit ID from the pull down list  
 

4. Click on BROWSE to open the “Choose file” popup window 
 

 
 

5. Double click on the name of the file to import OR click on the name of the file to 
highlight, and click open. 

 
6. File type – must be match the Import file and can be either a ‘.txt’,  ‘.csv’ or ‘.zip’ 

file. 
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7. From Data Replacement Strategy, select one of the options. 
 
 Append only – Can add data (not overwrite the existing data) 
   
 Append and Overwrite – Replaces data 
 
  Use Append and Overwrite, append only is not working due to   
  population of frequency of analysis & sample type fields. 
 

 
 

8. Enter the description of the Import file. 
 

9. Click on Submit Import File or cancel to return to Signatory Home page. 
  
 Error message will appear for missing or data that has been entered incorrectly. 
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Sample Import  Things to Remember 
 
All * fields are required. 
 
 

 

No spaces in filename 

Be sure File Type matches 
file extension  (.csv, .zip, txt 

Freq. of analysis & sample type – Must 
use Append & Overwrite 

 
 
Tip:  The Import File queue starts up every half hour.   Your file may take up to 45 
minutes to import if it is large or there are other files in the queue. 
 
 
 

 5



Check Results 
 
After submit, you can monitor the status of the import on the “Check DMR Import 
Results”.  Once processed, NetDMR will send you an email and you can check for errors 
in the Check DMR Import Results page. You must acknowledge soft errors, and can 
provide optional information such as the Principal Executive Officer. 
 
 

 
 
 
Import Validation 
 
See section 5.2.2.2 to see the validations that are automatically performed by NetDMR. 
 
If an error is found in one row, only that row and all of its data will be rejected. 
 
 
DMR Import Results 
 
Under the Import DMRs tab, click on Check Results.  Information that is available on 
this page is: 
 
 Transaction id, Submission Date/Time, Permit ID, Facility, Import File name, 
 Data Replacement Strategy, description, Status (pending, in process, failed, 
 completed with errors, signed & submitted, success). 
 
Appendix D contains a list of ICIS DMR Processing Error Messages and Appendix E 
contains NetDMR Error Messages. 
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DMR Import Log 
 
Displays the status and error messages generated during the processing of the DMR 
import.  View the DMR Import Log by clicking on the icon -  while on the DMR Import 
Results page.  
     

 
 
 

 
 
My Test Import Results 
 
1st try  – Extra row after my header column.   Used Excel to take out row.   This caused 
my .csv file to drop all leading zeros and changed the date to the incorrect format.  
(Should have used a Text Editor or a word processor to make my changes)  Copied my 
.xml file again as a .csv file. 
2nd try  – On the Perform Import page, my file was a .csv file and I left the Data 
Replacement Strategy as a .zip file. 
3rd try –   Frequency of analysis and Sample type entered – must use “Append and 
Overwrite” 
4th try  - one incorrect storet code  01067 should be 01062.   
5th try - SUCCESS 
 
 
Note:  If you want to open the file back up again with leading zeroes intact you can use 
Excel’s “Data/Import External Data” feature and be sure to change each column from 
“General” to “Text” while in the Import wizard. 
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Sample Error File: Parameter was 01062 instead of 01067.  Line 13 values were 
entered with the qualifier, ex.  <6.1        <8.7    (qualifier is entered in separate field) 
 

 
 

ample Error File:   Data entered in field where data was not expected, no matching 

 
 
S
parameter, 01/month frequency of analysis, data and NODI enter for a parameter. 
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Once your Imported file has been a  SUCCESS: 

ou will need to check for Errors 
 
Y
 

 
 

earch All DMRs & CORs 

 
 
 
S
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lick on Edit DMR “GO”. 
 
C
 

 
 

eview Edit Check Errors.  Remember all Soft errors must be acknowledged by clicking 

 
 
R
in each box. 
 
 

 
 

dit the DMR using the procedures in Section 5.2.1, and notify Signatory that 

 
 

E

DMR is ready to sign & submit. 


