
Instructions for uploading Administrative Review documents into CNPweb 

 

1. Log into CNPweb 

 
 

2. Click on the Agreement Year your Administrative Review will be conducted in 

 
 

3. Click on the E-Reviews Button 

 



4. Click on E-Review Log by Sponsor 

 
 

5. Once in the E-Review Log, click the “Select” button for the Program Year your 

Administrative Review is scheduled for 

 

6. Once on the E-Review Summary Screen, click the blue folder upload button on the far 

right 

 



7. Once the upload box appears, click on the button that states “Upload Documents”. A 

window from your computer will appear, navigate to where your documents are saved 

on your computer. Click on the documents you wish to upload and click “Open”.  

Please make sure all documents are saved onto the computer and clearly labeled, 

prior to uploading any documents into CNPweb. 

 

8. Once you click “OK”, whatever you chose to upload appears in the upload folder. You 

can look at the document by clicking on the eye action button OR delete the document 

by clicking on the trash can action button. Click “OK” to leave the upload folder. 

**See how this sponsor clearly labeled all their required review documents** 

 



9. After clicking “OK”, you will be brought back to the E-Review Summary Screen. You 

should now see that your documents have been uploaded and are available to view by 

clicking on the dark blue “Page” button 

 

10.  If you click on the dark blue “Page” button, you are now able to see all the documents 

uploaded in the E-Review System. The E-Review System provides a date stamp of when 

documents were uploaded and who uploaded them. You can also see why it’s 

imperative to label your uploaded documents accordingly. 

 

Please repeat these steps as necessary to upload all required documents! 


