
Step 5: Upload County Documentation 

 

The County Exercise Coordinator is responsible for uploading the AAR and IP (or 
TEPW Calendar) for their county. 

 

1. Click County in the header menu. 

  
2. Click the name of the exercise that needs documentation uploaded for the county. The 

status column indicates if an exercise is “Pending Documentation”.       

 
 
 
 
 
 
 
 
 

 



3. On the Exercise Summary page, scroll down to the Counties box.  

  



4. Click Show.   

 
5. Click Add County File. 

  



6. Select the applicable file type(s) for the file being uploaded.  
E.g. If the file being uploaded includes both the AAR and IP, check both boxes. 

 

7. Click Choose File or Browse…, depending on the browser. 
 
 
 
 

 
8. Find and select the file to upload. Click Open. 



9. The file name will appear next to the Choose File or Browse button. Click Create 
Attachment. 

10.    The file will appear in the Counties box. 
To edit or delete an uploaded file from the exercise, click the blue gear icon. 

  



11. Click Add County File to add another file. Both an AAR and IP (or a combined document) 
must be uploaded to submit the documentation. 

12. Once the AAR and IP have been uploaded, click the green submit icon. 

  



13. Click Submit Documentation. 

 
 

14. Answer all submission questions accurately. 

 
 



15. Check the box to certify the data is true and agree to the terms. Click Submit Exercise.  

 
  



16. At the top of the screen a green banner will show the message “Successfully submitted 
exercise for county credit!”. In the Counties box, the county will now show “County 
Documentation Submitted”. 

 



 


