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COURSE OVERVIEW  
 

Course Description  
Upload a document to an organization, well, facility, project or pipeline. 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
   



Document Upload     
  

  

Page 4  
  

1 UPLOAD A DOCUMENT  
 

A document can be uploaded to an Organization, Well, Facility, Project, or Pipeline. 
  

Lesson Objectives:  

• Upload a document to an organization  

• Upload a document to a Well, Facility, Project, or Pipeline 

• Review an Uploaded Document submission  

  

1.1 Upload a document to an organization  

  
  

Step  Action  Required Fields  

1. Access the home screen.    

2. Click Online Forms.    

3. Search for Document Upload.    

4. Click the Blue Document Upload hyperlink.    
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Step  Action  Required Fields  

1. Choose the Organization.  Organization  

2. Enter a Description.  Description  

3. Click Save and Continue.    
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Step  Action  Required Fields  

1. Review organization information.    

2. Add a contact if desired.    

3. Click Next.    
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Step  Action  Required Fields  

1. Choose a category. This should relate to the document being 
uploaded.  

Category  

2. Click Actions.    

3. Click Add New.     
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Step  Action  Required Fields  

1. To associate a new document: Leave the Upload New Document 
radio option selected.   

  

2. Choose a Type of document.  Type  

3. Select a Relevant Date.   Relevant Date  

4. Enter a Description. This description will be attached to the 
document for the life of the document.  

Description  

5. Click Browse.     

6. Navigate to your document.     

7. Select the document.     

8. Click Upload.    
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Step  Action  Required Fields  

1. To associate an existing Document: Select Associate Existing 
WellSTAR Document radio option.  

  

2. Find the document using the WellSTAR Document ID.   

3. Click Upload.    
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Step  Action  Required Fields  

1. Click Next.     

2. Scroll to the bottom of 4. Document Association without selecting 
any Wells, Facilities, or Projects and click Next.   
Note: The document will be associated to the organization if not 
Well, Facility, or Project is selected.  
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Step  Action  Required Fields  

1. Another form may be associated.    

2. A Comment may be added.    

3. Check the acknowledgment box.  acknowledgment 
box  

4. Click Submit.    

  

1.1.1 Key Points:  

• This method will associate the document to the organization selected.  

• This document will be accessible through the organization documents page after 

approval.    
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1.2 Upload a document to a Facility, Well, Project (UIC or UGS), or 

Pipeline.  
  
  

  
  

Step  Action  Required Fields  

1. Access the home screen.    

2. Click Online Forms.    

3. Search for Document Upload.    

4. Click the Blue Document Upload hyperlink.    
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Step  Action  Required Fields  

1. Choose the Organization.  Organization  

2. Enter a Description.  Description  

3. Click Save and Continue.    
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Step  Action  Required Fields  

1. Review organization information.    

2. Add a contact if desired.    

3. Click Next.    
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Step  Action  Required Fields  

1. Choose a category. This should relate to the document being 
uploaded.  

Category  

2. Click Actions.    

3. Click Add New.     
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Step  Action  Required Fields  

1. Leave the Upload New Document radio option selected.     

2. Choose a Type of document.  Type  

3. Select a Relevant Date.   Relevant Date  

4. Enter a Description. This description will be attached to the 
document for the life of the document.  

Description  

5. Click Browse.     

6. Navigate to your document.     

7. Select the document.     

8. Click Upload.    
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Step  Action  Required Fields  

1. To associate an existing Document: Select Associate Existing 
WellSTAR Document radio option.  

  

2. Find the document using the WellSTAR Document ID.    

3. Click Upload.    
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Step  Action  Required Fields  

1. Click Next.     
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Step  Action  Required Fields  

1. Search for the Well, Facility, Project, or Pipeline the document 
should be associated to.   
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2. Click the box next to the selected subject.     

3. Use the down arrow to move the subject into the associated lower 
grid.   

  

4. Click Next.     
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Step  Action  Required Fields  

5. Another form may be associated.    

6. A Comment may be added.    

7. Check the acknowledgment box.  acknowledgment 
box  

8. Click Submit.    

  

1.2.1 Key Points  
  

• The document will be stored on the documents grid for each subject specified in 4. 

Document Association.   

• If a subject is selected on 4. Document Association the document will not additionally be 

stored on the Organization documents page.  
  

1.3 Review Document Upload  
  

 

  
  

Step  Action  Required  
Fields  
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1.   Navigate to the My Tasks page and select the blue Review Document 
Upload Submission task. The task name will be slightly different for each 
review group.   
   

  

  

  
  

Step  Action  Required  
Fields  

1.   

Click the Edit button.    

  

2.   Set the Assigned To box to your name by using the dropdown list.   

  
Note: Only people who are part of the appropriate workgroup will appear 
on the list.   

Assigned 
To  
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3.   The Status will automatically change to In Progress.   

 

Note: Claiming the task and verifying that it is documented as In  
Progress will ensure that multiple people do not perform the same task 
at one time.  

  

4.   Set a Due Date.  Due Date  

5.   

Click Save.   

  

6.   Select the blue Form hyperlink to review the form.  
  

  

  

  
Step  Action  Required  

Fields  

1.   Review information in the form.     
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2.   Check if a document has been marked confidential or internal only. If 
either box is checked, verify each selection is appropriate for that 
document.   
Note: Confidentiality of documents is determined by statute and 
regulations. Contact your supervisor for more information.   

  

3.   Navigate to 8. Review.    

4.   Click the Action button in row with the task.    

5.   Click Update Review Status.    

6.   

Update the review status.    

  

  

1.3.1 Key Points  

• A document is not accepted into WellSTAR until the review is completed.    


