
Facilities Release 5.0  
 

 
Page 1 

 

  
 

 
 
 

 

User Reference Guide 

 

Facilities 
Create and Maintain Facilities 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Facilities Release 5.0  
 

 
Page 2 

 

 
Table of Contents 
COURSE OVERVIEW ............................................................................................................................................ 3 

COURSE DESCRIPTION ..................................................................................................................................................... 3 

1 CREATE AND MAINTAIN FACILITY DATA ..................................................................................................... 4 

1.1 CREATE A FACILITY: SETTING INCLUDING TANKS AND VESSELS........................................................................................ 5 
1.1.1 Key Points ............................................................................................................................................. 27 

1.2 CREATE A FACILITY: SUMP .................................................................................................................................... 28 
1.2.1 Key Points ............................................................................................................................................. 48 

1.3 CREATE A FACILITY: PIPELINE INCLUDING PIPELINE SEGMENTS ..................................................................................... 49 
1.3.1 Key Points ............................................................................................................................................. 71 

1.4 CREATE A SETTING: FACILITY GROUP ....................................................................................................................... 72 
1.4.1 Key Points ............................................................................................................................................. 90 

2 REVIEW FACILITY INFORMATION SUBMISSION ......................................................................................... 90 

3 MAINTAIN FACILITY ................................................................................................................................. 96 

3.1 UPLOAD A PLAN ................................................................................................................................................. 96 
3.1.1 Key Points ........................................................................................................................................... 103 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Facilities Release 5.0  
 

 
Page 3 

 

COURSE OVERVIEW 
Course Description 
This course teaches the processes for creating and maintaining Facilities as well as reviewing 
facility related data submissions in the WellSTAR system. Many types of Facilities can be 
created and maintained in WellSTAR. Users can create individual Facilities including Settings 
(Tanks or Vessels), Pipelines (Segments and Nodes), Sumps, and Facility Groups, through an 
online form submission. Users can define Facility attributes and upload plans, documents, and 
test results. Users can, set a test due date, schedule a Facility test, and upload test results.  
 
Users can also associate individual Facilities to the following objects in WellSTAR: 

• Other Facilities i.e., Settings or Facility Groups. For more information, see Figure 1 
below.  

• Leases 
• Wells 
• Bonds 
• Operators 

 
Figure 1: This matrix shows the relationship type between each associated facility. Please note 
that two of the same facility types cannot be associated. 
 
Associated Facilities can be named and tracked as a group. This is referred to as a Facility 
Group. Users can create Facility Groups through the online form process. Likewise, when 
creating an individual Facility, Users can choose to associate the individual Facility to an existing 
facility or Facility Group. Pipeline systems are a specific Facility Group type used to associate 
Pipelines.  
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1 CREATE AND MAINTAIN FACILITY DATA 
Create individual Facilities including Settings (Tanks or Vessels), Pipelines (Segments and 
Nodes), Sumps, and Facility Groups, through an online form submission.  The Facility 
Information form is slightly different for each facility type. Section: Facility Attributes contains a 
section specific to the type of Facility. A walk though for creating each facility type is included in 
this section. The data for each facility can be edited through the Facility Information form. All 
existing data is pulled into the form, the user can then make updates and submit the form.  
 
Lesson Objectives: 

• 1.1 Create Facility: Setting including Tanks or Vessels 
• 1.2 Create Facility: Sump 
• 1.3 Create Facility: Pipeline (Segments and Nodes) 
• 1.4 Create Facility: Facility Group 
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1.1 Create a facility: Setting including Tanks and Vessels 
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Step Action Required Fields 
1.  From the home page hover over Explore Data.   
2.  Select Entities. Then ensure that the Organizations tab is selected  

Note: when the page loads the Organizations tab will be selected 
by default. 

 

 

 
 

Step Action  Required Fields 
1.  Search for the Operator who is responsible for the facility that is to 

be added. 
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Step Action  Required Fields 
1.  Click Summary.  
2.  Click Facilities.   
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Step Action  Required Fields 

1.  Click Advanced Filtering.  
2.  Search for the facility to ensure that it does not already exist.   

3.  Click Actions and Create New Facility.  
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Step Action  Required Fields 
1.  The Organization should be prefilled. Organization 
2.  Choose Setting as the Facility type. Facility Type 
3.  Enter a Description. Description 
4.  Click Save and Continue.  
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Description 

 
 

Step Action  Required Fields 
1.  Use the Actions button to add a form contact if desired.  
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2.  Click Next.   
 

 
 

Step Action  Required Fields 
1.  Add a Facility Contact.  
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2.  Enter Location Information.  Facility Name, Section, 
Township, Range, County, 
Field 

3.  Enter Location Attributes.  
 

 
 

Step Action  Required Fields 
1.  Enter Tank or Vessel setting Information.  
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Step Action  Required Fields 
1.  Click the Actions button.  
2.  Click Add Equipment.    
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Step Action  Required Fields 
1.  Enter the Equipment information. Equipment 

Type, Quantity 
2.  Click Update.   
3.  Click Next.   
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Step Action  Required Fields 
1.  Search for the Lease associated to this Facility.  
2.  Check the box next to the lease.   
3.  Click the down arrow to move the lease to the Associated Lease 

grid. 
Note: Only one lease can be associated to a facility. 

 

4.  Click Next.  
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Step Action  Required Fields 
1.  Click the Actions button.   
2.  Click Add Tank or Add Vessel.   
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Add tank: 

Step Action  Required Fields 
1.  Enter Tank Information. Tank Type, Tank 

Status, 
Construction 
Type 
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2.  Click Save.   
 

 
 
Add Vessel: 

Step Action  Required Fields 
1.  Add Vessel Information. Vessel Type, 

Vessel Status  
2.  Click Save.   
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3.  Click Next.  
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Step Action  Required Fields 
1.  Search for related facilities.  
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2.  Check the box next to the facility.   
3.  Click the down arrow to move the facility to the Associated Facility 

grid. 
 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related bonds.  
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2.  Check the box next to the bond.   
3.  Click the down arrow to move the Bond to the Associated Bond 

grid. 
 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related facility plans.  
2.  Check the box next to the plan.   
3.  Click the down arrow to move the Plan to the Associated Plan grid.  
4.  Click Next.  
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Step Action  Required Fields 

1.  Search for related Wells.  
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2.  Check the box next to the well(s).   
3.  Click the down arrow to move the well to the Associated well grid. 

Note: Leases that a facility serves are derived from what wells are 
associated to a facility.  

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Click the Actions button and select Add New Document.   
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Step Action  Required Fields 
1.  Complete the required fields in the Document Upload pop up. Type, Relevant 

Date, 
Description, 
Filename 

2.  Click Upload.  
Note: wait for the green checkmark next to the document before 
clicking Upload.  

  

3.  Click Next.  
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Step Action  Required Fields 

1.  Associate any other forms.  
2.  Leave a comment for the reviewer as needed.   
3.  Click the Certify checkbox.  
4.  Preview the submission.  
5.  Click Submit.   

 

 
 

Step Action  Required Fields 
1.  View the confirmation.  
2.  A review task has now been generated to the appropriate Facility 

review workgroup.  
  

 
 
1.1.1 Key Points 
 

• Settings can contain tanks or vessels.  
• Information is captured about a tank or vessel individually.  
• A tank or vessel can only belong to one setting.  
• Leases that a facility serves are derived from what wells are associated to a facility. 

Leases served can be viewed from the Facility detail page.  
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1.2 Create a facility: Sump 
 

 

 

 

Step Action Required Fields 
1.  From the home page hover over Explore Data.   
2.  Select Entities. Then ensure that the Organizations tab is selected  

Note: when the page loads the Organizations tab will be selected 
by default. 
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Step Action  Required Fields 
1.  Search for the Operator who is responsible for the facility that is to 

be added. 
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Step Action  Required Fields 
1.  Click Summary.  
2.  Click Facilities.   
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Step Action  Required Fields 

1.  Click Advanced Filtering.  
2.  Search for the facility to ensure that it does not already exist.   

3.  Click Actions and Create New Facility.  
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Step Action  Required Fields 
1.  The Organization should be prefilled. Organization 
2.  Choose Setting as the Facility type. Facility Type 
3.  Enter a Description. Description 
4.  Click Save and Continue.  
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Step Action  Required Fields 
1.  Use the Actions button to add a form contact if desired.  
2.  Click Next.   
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Step Action  Required Fields 
1.  Add a Facility Contact.  
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2.  Enter Location Information.  Facility Name, Section, 
Township, Range, County, 
Field 

3.  Enter Location Attributes.  
 

 
 

Step Action  Required Fields 
1.  Enter Sump Information.   
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Step Action  Required Fields 
1.  Click the Actions button.  
2.  Click Add Equipment.    
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Step Action  Required Fields 
1.  Enter the Equipment information. Equipment 

Type, Quantity 
2.  Click Update.   
3.  Click Next.   
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Step Action  Required Fields 
1.  Search for the Lease associated to this Facility.  
2.  Check the box next to the lease.   
3.  Click the down arrow to move the lease to the Associated Lease 

grid. 
Note: Only one lease can be associated to a facility. 

 

4.  Click Next.  
5.  Scroll to the bottom of the Component Association section.  
6.  Click Next.  

Note: This section is not used for Sumps.  
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Step Action  Required Fields 
1.  Search for related facilities.  
2.  Check the box next to the facility.   
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3.  Click the down arrow to move the facility to the Associated Facility 
grid. 

 

4.  Click Next.  
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Step Action  Required Fields 
1.  Search for related bonds.  
2.  Check the box next to the bond.   
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3.  Click the down arrow to move the Bond to the Associated Bond 
grid. 

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related facility plans.  
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2.  Check the box next to the plan.   
3.  Click the down arrow to move the Plan to the Associated Plan grid.  
4.  Click Next.  
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Step Action  Required Fields 
1.  Search for related Wells.  
2.  Check the box next to the well(s).   
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3.  Click the down arrow to move the well to the Associated well grid. 
Note: Leases that a facility serves are derived from what wells are 
associated to a facility.  

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Click the Actions button and select Add New Document.   
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Step Action  Required Fields 
1.  Complete the required fields in the Document Upload pop up. Type, Relevant 

Date, 
Description, 
Filename 

2.  Click Upload.  
Note: wait for the green checkmark next to the document before 
clicking Upload.  

  

3.  Click Next.  
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Step Action  Required Fields 

1.  Associate any other forms.  
2.  Leave a comment for the reviewer as needed.   
3.  Click the Certify checkbox.  
4.  Preview the submission.  
5.  Click Submit.   

 

 
 

Step Action  Required Fields 
1.  View the confirmation.  
2.  A review task has now been generated to the appropriate Facility 

review workgroup.  
  

 
1.2.1 Key Points 

• Sumps cannot have components associated to them. 
• The data for one sump can be captured per Facility Information form. 
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1.3 Create a Facility: Pipeline Including Pipeline Segments 
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Step Action Required Fields 
1.  From the home page hover over Explore Data.   
2.  Select Entities. Then ensure that the Organizations tab is selected  

Note: when the page loads the Organizations tab will be selected 
by default. 

 

 

 
 

Step Action  Required Fields 
1.  Search for the Operator who is responsible for the facility that is to 

be added. 
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Step Action  Required Fields 
1.  Click Summary.  
2.  Click Facilities.   
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Step Action  Required Fields 

1.  Click Advanced Filtering.  
2.  Search for the facility to ensure that it does not already exist.   

3.  Click Actions and Create New Facility.  
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Step Action  Required Fields 
1.  The Organization should be prefilled. Organization 
2.  Choose Setting as the Facility type. Facility Type 
3.  Enter a Description. Description 
4.  Click Save and Continue.  
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Step Action  Required Fields 
1.  Use the Actions button to add a form contact if desired.  
2.  Click Next.   
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Step Action  Required Fields 
1.  Add a Facility Contact.  
2.  Enter Pipeline Location Information. 

Note: all location attributes are linked to the start 
location of the pipeline, other than the Latitude and 
Longitude located under the Pipeline End Location 
Label. 

 Facility Name, County, Field 

 



Facilities Release 5.0  
 

 
Page 56 

 

 
 

Step Action  Required Fields 
1.  Enter Pipeline Information.  
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Step Action  Required Fields 
1.  Click the Actions button.  
2.  Click Add Equipment.    
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Step Action  Required Fields 
1.  Enter the Equipment information. Equipment 

Type, Quantity 
2.  Click Update.   
3.  Click Next.   
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Step Action  Required Fields 
1.  Search for the Lease associated to this Facility.  
2.  Check the box next to the lease.   
3.  Click the down arrow to move the lease to the Associated Lease 

grid. 
Note: Only one lease can be associated to a facility. 

 

4.  Click Next.  
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Step Action  Required Fields 
1.  Click the Actions button.   
2.  Click Add Segment.   
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Step Action  Required Fields 

1.  Enter Segment Information.  
2.  Click Save.   
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Step Action  Required Fields 
1.  Click Actions.  
2.  Click Add Node. 

Note: each segment must have at least a start and end node unless 
the only node is a Standalone Plant. 
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Step Action  Required Fields 
1.  Enter Node Information. Position, Node 

Type, Node 
Latitude, Node 
Longitude 

2.  Click Save.  
3.  Click Next.  
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Step Action  Required Fields 
1.  Search for related facilities.  
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2.  Check the box next to the facility.   
3.  Click the down arrow to move the facility to the Associated Facility 

grid. 
 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related bonds.  



Facilities Release 5.0  
 

 
Page 66 

 

2.  Check the box next to the bond.   
3.  Click the down arrow to move the Bond to the Associated Bond 

grid. 
 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related facility plans.  
2.  Check the box next to the plan.   
3.  Click the down arrow to move the Plan to the Associated Plan grid.  
4.  Click Next.  
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Step Action  Required Fields 

1.  Search for related Wells.  
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2.  Check the box next to the well(s).   
3.  Click the down arrow to move the well to the Associated well grid. 

Note: Leases that a facility serves are derived from what wells are 
associated to a facility.  

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Click the Actions button and select Add New Document.   
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Step Action  Required Fields 
1.  Complete the required fields in the Document Upload pop up. Type, Relevant 

Date, 
Description, 
Filename 

2.  Click Upload.  
Note: wait for the green checkmark next to the document before 
clicking Upload.  

  

3.  Click Next.  



Facilities Release 5.0  
 

 
Page 70 

 

 



Facilities Release 5.0  
 

 
Page 71 

 

 
Step Action  Required Fields 

1.  Associate any other forms.  
2.  Leave a comment for the reviewer as needed.   
3.  Click the Certify checkbox.  
4.  Preview the submission.  
5.  Click Submit.   

 

 
 

Step Action  Required Fields 
1.  View the confirmation.  
2.  A review task has now been generated to the appropriate Facility 

review workgroup.  
  

 
1.3.1 Key Points 

•  Pipelines can have Segments. 
• Each segment should have two nodes unless it is a standalone plant. If the node is a 

standalone plant the pipeline segment can have one node. 
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1.4 Create a setting: Facility group 
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Step Action Required Fields 
1.  From the home page hover over Explore Data.   
2.  Select Entities. Then ensure that the Organizations tab is selected  

Note: when the page loads the Organizations tab will be selected 
by default. 

 

 

 
 

Step Action  Required Fields 
1.  Search for the Operator who is responsible for the facility that is to 

be added. 
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Step Action  Required Fields 
1.  Click Summary.  
2.  Click Facilities.   
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Step Action  Required Fields 

1.  Click Advanced Filtering.  
2.  Search for the facility to ensure that it does not already exist.   

3.  Click Actions and Create New Facility.  
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Step Action  Required Fields 
1.  The Organization should be prefilled. Organization 
2.  Choose Setting as the Facility type. Facility Type 
3.  Choose a Facility Group Type. 

Note: If the Facility Group type is Pipeline System, the form will 
display differently, and will collect information similarly to the 
Facility section of the Pipeline Facility type. 

Facility Group 
Type 

4.  Enter a Description. Description 
5.  Click Save and Continue.  
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Step Action  Required Fields 
1.  Use the Actions button to add a form contact if desired.  
2.  Click Next.   
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Step Action  Required Fields 
1.  Add a Facility Contact.  
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2.  Enter Location Information.  Facility Name, Section, 
Township, Range, County, 
Field 

3.  Enter Location Attributes.  
 

 
 

Step Action  Required Fields 
1.  Enter Facility Group Information.  
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Step Action  Required Fields 
1.  Click the Actions button.  
2.  Click Add Equipment.    
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Step Action  Required Fields 
1.  Enter the Equipment information. Equipment 

Type, Quantity 
2.  Click Update.   
3.  Click Next.   
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Step Action  Required Fields 
1.  Search for the Lease associated to this Facility.  
2.  Check the box next to the lease.   
3.  Click the down arrow to move the lease to the Associated Lease 

grid. 
Note: Only one lease can be associated to a facility. 

 

4.  Click Next.  
5.  Scroll to the bottom of the Component Association section.  
6.  Click Next.  

Note: This section is not used for Sumps.  
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Step Action  Required Fields 
1.  Search for related facilities.  
2.  Check the box next to the facility.   
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3.  Click the down arrow to move the facility to the Associated Facility 
grid. 

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related bonds.  
2.  Check the box next to the bond.   
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3.  Click the down arrow to move the Bond to the Associated Bond 
grid. 

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Search for related facility plans.  
2.  Check the box next to the plan.   
3.  Click the down arrow to move the Plan to the Associated Plan grid.  
4.  Click Next.  
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Step Action  Required Fields 

1.  Search for related Wells.  
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2.  Check the box next to the well(s).   
3.  Click the down arrow to move the well to the Associated well grid. 

Note: Leases that a facility serves are derived from what wells are 
associated to a facility.  

 

4.  Click Next.  
 

 
 

Step Action  Required Fields 
1.  Click the Actions button and select Add New Document.   

 
 



Facilities Release 5.0  
 

 
Page 88 

 

 
 

Step Action  Required Fields 
1.  Complete the required fields in the Document Upload pop up. Type, Relevant 

Date, 
Description, 
Filename 

2.  Click Upload.  
Note: wait for the green checkmark next to the document before 
clicking Upload.  

  

3.  Click Next.  
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Step Action  Required Fields 

1.  Associate any other forms.  
2.  Leave a comment for the reviewer as needed.   
3.  Click the Certify checkbox.  
4.  Preview the submission.  
5.  Click Submit.   

 

 
 

Step Action  Required Fields 
1.  View the confirmation.  
2.  A review task has now been generated to the appropriate Facility 

review workgroup.  
  

 
1.4.1 Key Points 

• A facility group can be used to associated other facilities together.  
• Pipeline System facility groups capture data similarly to the pipeline version of 

the Facility Information form. 

2 REVIEW FACILITY INFORMATION SUBMISSION 
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Step Action Required Fields 
1.  From the My Tasks Page Search for the Review Test Results 

Task. 
Note: search API in the subject ID column to find a task 
associated to a specific well. 

 

2.  Click the blue Task Name hyperlink.  
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Step Action Required Fields 
1.  Click Edit.  
2.  Select your name in the Assigned To field. Assigned To 
3.  Click Save.   
4.  Click the blue form hyperlink in the top right corner.   
5.  Review each step and the data submitted, including the 

document uploads. 
 

6.  Navigate to Review Comments.  
 



Facilities Release 5.0  
 

 
Page 93 

 

 
 

Step Action  Required Fields 
1.  Add a review comment as needed.  
2.  Click Next.   
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Step Action  Required Fields 
1.  Click the Actions button next to the task.  
2.  Click Update Review Status.    
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Step Action  Required Fields 
1.  Select a review Status.  
2.  Click Save.   
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3 MAINTAIN FACILITY 
Users can update Facility data, upload facility plans, schedule a test, upload test results. 
 
3.1 Upload a Plan 

 

 
 

Step Action Required Fields 
1.  Select the operator. Organization 
2.  Select the Plan Type. 

Note: There are three Facility Management plan types; Lease 
Restoration Plan, Pipeline Management Plan, and Spill 
Contingency Plan.  During the upload document process, 
additional document types are available to allow these plans to 
be broken down into additional documents. 

Plan Type 

3.  Enter a Description.  Description 
4.  Select Save and Continue.  
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Step Action  Required Fields 
1.  Use the Actions button to add a form contact if desired.  
2.  Click Next.   
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Step Action  Required Fields 
1.  Click the Actions button and select Add New Document.   
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Step Action  Required Fields 
1.  Complete the required fields in the Document Upload pop up. Type, Relevant 

Date, 
Description, 
Filename 

2.  Click Upload.  
Note: wait for the green checkmark next to the document before 
clicking Upload.  

  

3.  Click Next.  
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Step Action Required Fields 
1.  Search for the wells, facilitys, or leases to be associated with the 

plan  
 

2.  Check the box next to the appropriate well, facility or lease in 
the Select upper box  
Note: multiple subjects may be selected and associated to the 
plan.  

 

3.  Use the down arrow to move all selected wells to the Associated 
lower box.  

 

4.  Click Next.  
5.  Click next in the Additional Informaiton section.  

Note: this section is not used for Facility Plans. 
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Step Action  Required Fields 

1.  Associate any other forms.  
2.  Leave a comment for the reviewer as needed.   
3.  Click the Certify checkbox.  
4.  Preview the submission.  
5.  Click Submit.   

 

 
 

Step Action  Required Fields 
1.  View the confirmation.  
2.  A review task has now been generated to the appropriate Facility 

review workgroup.  
  

 
3.1.1 Key Points 

• There are three Facility Management plan types to choose from; Lease Restoration Plan, 
Pipeline Management Plan, and Spill Contingency Plan.  

• During the upload document process, additional document types are available to allow 
these plans to be broken down into additional documents. 

• Plans can be associated to facilities, wells, leases, and operators through this form. 
• This form is reviewed and approved by internal staff with the All Forms Reviewer 

security assignment in the Facilities Review workgroup.  
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