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TRANSFER MANAGEMENT 

Course Description 
The Transfer Management course describes the process of creating and maintaining transfer 
information in the WellSTAR system. It details the process where External Users submit the 
Transfer Assets form to create and submit a well or facility transfer in WellSTAR. 

Process Flow 

The process for Transfer Management covers the following: 



Transfer Management User Guide V.10-Approved Version

Page 4 

TRANSFER MANAGEMENT 
• A Transfer may be initiated by either Operator (the Acquiring or Transferring Operator),

but both Operators must acknowledge the form is complete and accurate before it is
submitted to the Division for review.

Lesson Objectives: 

• Create/Submit Transfer

• Monitor Transfer

1.0 Submit Transfer 
1.1 Key Points 

• Wells and Facilities are transferrable on one form

• Upon submittal of form, WellSTAR will create tasks for Bond and District Workgroups to
review Transfer

1.2 Steps to Create/Submit a Transfer 

Step Action Required Fields 

1. From the home page hover over Explore Data. 

2. Select Transfers 
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Step Action Required Fields 

1. Click the Action button and Select ‘Transfer Assets’ 

2. Section 1: Enter a Description of the Transfer Description 

3. Enter the Organizations: Select the Transferring Organization and the 
Acquiring Organization 

Transferring 
Organization 

Acquiring 
Organization 

4. If this is a one-way transfer, select the box indicating this (displayed for 
Internal Users only). 

Note: WellSTAR is able to capture well abandonment permits/well 
ownership for land developers. This relates to one-way Transfers where 
the land 'Developers' become the 'Operator'. 

5. Select Save & Continue 
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Step Action Required Fields 

1. Section 2: Transferring Organization - Review and Click ‘Next’. 

a. Optional: Add a contact

2. Section 3: Acquiring Organization - Review and Click ‘Next’. 

a. Optional: Add a contact
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Step Action Required Fields 

3. Section 4: Transfer Details – Set Date of Acquisition, Date of Operation, 
Type of Transfer, and Legal Description. 

Date of Acquisition 
Date of Operation 
Type of Transfer  

4. Click Next 

Step Action Required Fields 

1. Section 5: Well EDD – Select Yes or No to submit Electonic Data 
Deliverable (EDD) template. 

a. Clicking Yes displays instructions to download the template.

Yes or No 

2. Click Next 
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Step Action Required Fields 

1. Section 6: Well Association – Select well(s) to associate with transfer. 
Use the up/down arrow in between boxes to move wells.  

User can associate a bond with the transfer at this time.  If no bond 
exists, User will go to sub-process Create and Review Bond.  

2. Associate Bond – Select well(s) to associate bond on lower half of grid 

3. Select Actions, then Add Bond Association 

4. Select Bond 
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Step Action Required Fields 

5. Click Save 

Step Action Required Fields 

1. Section 7: Facility EDD – Select Yes or No to submit Electonic Data 
Deliverable (EDD) template. 

b. Clicking Yes displays instructions to download the template.

Yes or No 

2. Click Next 
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Step Action Required Fields 

1. Section 8: Facility Association – Select Facility to associate with 
transfer. Use the up/down arrow in between boxes to move facilities. 

User can associate a bond with the transfer at this time.  If no bond 
exists, User will go to sub-process ‘Create and Review Bond’. 

2. Associate Bond – Select facility to associate bond on lower half of grid 

3. Select Actions, then Add Bond Association 

4. Select Bond 
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Step Action Required Fields 

5. Click Next 

Step Action 
Required 

Fields 

1. Section 9: Document Upload: Upload previously scanned documents 

a. Click Actions – Add New
b. Enter Type

c. Enter Relevant Date
d. Enter Description
e. Browse for File to Upload
f. Click Upload

IF Uploading: 
Type 
Relevant Date 
Description 
Filename 
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Step   Action 
Required 

Fields 

1. Section 10:  Form Submit: 

a. Add any associated online forms.
b. Add any comments regarding this transfer, click Add Comment

2. Declaration 

Transferring Organization checks acknowledgement box. 

a. The form can be saved so the acquiring Organization can submit their
declaration.

Acquiring Organization checks acknowledge box. 

a. The form can be saved so the Transferring Organization can submit
their declaration.

b. Check the box to associate all bonds with this transfer.
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Step   Action 
Required 

Fields 

Note: Either Organization can enter the declaration first, then alert the 
second organization to enter their declaration. 

3. Select the Preview Submission Summary to review the transfer. 

4. Click Submit 

5. Confirmation Message 

Notes:  

WellSTAR creates tasks for District Offices and for Bond Administration. 

6. Close page 

2.0 Monitor Transfer 
2.1 Key Points 

• Monitor Transfer process is used when Internal Users in WellSTAR want to filter and
export reports.

STEPS for Monitor Transfer 

Step Action Required Fields 

1. From Home page, Navigate to Explore Data 

2. Select Transfers 

3. In Search box, enter criteria desired (advanced filtering is optional). 

4. Click the Actions button 

5. Select Export 
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