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All references to software products remain the protected trademarks of their manufacturers. The 
instructions in this document may reference Microsoft application(s). This is not meant in any way to 
express a preference for any particular product since there are many different browsers, programs, 
and operating systems available to the user. For simplicity only, one brand/product is used in the 
examples that follow. 
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Attach Documents to Cases 
 

You can upload documents to drafts and submitted cases as required. 

Constraints 

1. Only PDF files may be uploaded to the system 

2. There is a 25MB limit per document 

3. For On Airport cases, an uploaded document is required prior to sending 
case submissions to the FAA 

 

Uploading a PDF Document 
To upload a PDF document from your computer, go to the applicable “My Cases 
in (XXX) Status” screen and select the desired Project Name Link. 

 
Example: My Cases in (XXX) Status Screen – Project Name Link 
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To upload a PDF document, select the Upload a PDF link   
 
 

 
Example: Project Summary Screen – Upload a PDF Link 

Off Airport 

 

 

On Airport 

 
 
 
 
Select the type of document from the Choose Type of Document

 

 dropdown and 
then [Browse] your computer to find the file. 

 

 
Example: Upload a PDF File – Case Document Upload   

 
 

  
 
 
 



             

 

IOE/AAA® Internet Obstruction   Desk Reference Guide 
Evaluation / Airport Airspace Analysis   Subject: Attaching Documents 

 
 
 
 
 Once the file for upload is located on the computer, [Open] it, then select the 
[Submit] button to continue.   
 

 
Example: Choose a File to Upload – Case Document   

 
 

 
You will receive confirmation when the document is successfully uploaded.   
 
The following message will display:  
 
“Your file has been uploaded successfully to ASN: 2013-AXX-####-OE.”   

 
 
Example: Project Summary Screen – Successfully Uploaded to On Airport Case 
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A document uploaded within your registered e-file account is visible in your 
account on the Details for Cases screen. 
 

 
Example: Details for Cases screen – Case Document (On Airport)   

 
 
 
You may upload as many PDF documents as required, but there is a 25MB limit 
per document.  
 
 

Uploading a Single PDF Document to Multiple Cases 
You can batch upload a single document into all cases within a selected 
project. This is convenient when a document is common to all cases in the 
project.  
 
To upload a PDF document to all cases within a specific project, select the 
Upload a PDF to the Project link. The link is located on the Project Summary 
screen. 
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Example: Off Airport Project Summary Screen – Upload a PDF to the Project Link 

 
 
 

 
Example: On Airport Project Summary Screen – Upload a PDF to the Project Link 

 
 

 
 

 Select the type of document from the Choose Type of Document

 

 dropdown and 
then [Browse] your computer to find the file.   

 
Example: Upload a PDF File – Project Document Upload   
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Once the file for upload is located on the computer, [Open] it, then select the 
[Submit] button to continue.  

 

 
Example: Choose a File to Upload – Project Document   

 
  
 
You will receive confirmation when the document is successfully uploaded to the 
project cases.   
 
The following message will display:  
 
“Your file has been uploaded successfully to ASN: 2013-AXX-####-OE.”   
 
 
Example: Project Summary Screen – Successfully Uploaded to On Airport Project 
Cases 

 
 
 
 Documents uploaded within your registered e-file account are visible in your 
account on the Details for Cases screen.  
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Example: Details for Cases screen – Project Document(s)  (On Airport)   
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