
Release 4 Underground Gas Storage   
 

 
Page 1 

 

  
 

 
 
 

 

User Reference Guide 

 

Underground Gas Storage  
(UGS) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Release 4 Underground Gas Storage   
 

 
Page 2 

 

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

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

1 CREATE AND MAINTAIN A UGS PROJECT ................................................................................................... 4 

1.1 CREATE A UGS PROJECT ........................................................................................................................................ 4 
1.1.1 Key Points ............................................................................................................................................. 20 

1.2 MAINTAIN A UGS PROJECT .................................................................................................................................. 20 
1.2.1 Key Points ............................................................................................................................................. 37 

2 REVIEW A UGS PROJECT SUBMITTAL ........................................................................................................ 38 

2.1 COMPLETENESS VERIFICATION TASK ....................................................................................................................... 38 
2.1.1 Key Points ............................................................................................................................................. 42 

2.2 WELL VERIFICATION TASK .................................................................................................................................... 42 
2.2.1 Key Points ............................................................................................................................................. 47 

2.3 CEQA VERIFICATION TASK ................................................................................................................................... 47 
2.3.1 Key Points ............................................................................................................................................. 52 

2.4 DISTRICT VERIFICATION TASK ................................................................................................................................ 52 
2.4.1 Key Points ............................................................................................................................................. 60 

2.5 HQ VERIFICATION TASK ....................................................................................................................................... 61 
2.5.1 Key Points ............................................................................................................................................. 73 

3 SUBMIT AND REVIEW UGS PLANS ............................................................................................................. 74 

3.1 SUBMIT A UGS PLAN .......................................................................................................................................... 74 
3.1.1 Key Points ............................................................................................................................................. 85 

3.2 REVIEW A UGS PLAN .......................................................................................................................................... 85 
3.2.1 Key Points ............................................................................................................................................. 90 

4 MONITOR A UGS PROJECT ........................................................................................................................ 90 

4.1 NAVIGATE TO A UGS PROJECT .............................................................................................................................. 90 
4.1.1 Key Points ............................................................................................................................................. 95 

5 CREATE AND REVIEW A UGS ASSESSMENT ................................................................................................ 96 

5.1 CREATE A UGS ASSESSMENT ................................................................................................................................ 96 
5.1.1 Key Points ........................................................................................................................................... 102 

5.2 REVIEW AND APPROVE A UGS ASSESSMENT .......................................................................................................... 102 
5.2.1 Key Points ........................................................................................................................................... 107 

6 UPLOAD AND REVIEW UGS TESTS ........................................................................................................... 108 

6.1 UPLOAD TEMPERATURE AND NOISE LOG ............................................................................................................... 108 
6.1.1 Key Points ........................................................................................................................................... 119 

6.2 REVIEW TEMPERATURE AND NOISE LOG ................................................................................................................ 119 
6.2.1 Key Points ........................................................................................................................................... 125 

6.3 UPLOAD CASING WALL THICKNESS TEST ............................................................................................................... 126 
6.3.1 Key Points ........................................................................................................................................... 140 

6.4 REVIEW CASING WALL THICKNESS TEST ................................................................................................................ 140 
6.4.1 Key Points ........................................................................................................................................... 145 

 
 



Release 4 Underground Gas Storage   
 

 
Page 3 

 

 

COURSE OVERVIEW 
Course Description 
WellSTAR’s Underground Gas Storage capability enables users to create and 
maintain information for underground gas storage (UGS) projects and wells. The 
system provides the ability for operators to submit UGS project information such as 
geology data, well and surface equipment testing data, and Plan Data. Internal Users 
have access to UGS projects and can monitor and modify UGS information. 
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1 CREATE AND MAINTAIN A UGS PROJECT 
A UGS project can be created or updated by either an internal or external user. Submitting this 
form will trigger the review workflow. No information about a UGS project can be altered 
without first being reviewed and approved by the Division. 
 
Lesson Objectives: 

• Create a UGS Project 
• Maintain a UGS Project 

 
1.1 Create a UGS project 
 

 
 
Step Action  Required Fields 

1.  Click Explore data.   
2.  Click Underground Gas Storage (UGS).  
3.  Click Actions.  
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4.  Click Create UGS Project.  
5.  Choose Application Type.  

Note: Expansion is rarely used. Most forms are modifications.  
 

6.  Choose an Organization from the list. The list of operators will filter 
as you type. 

 

7.  Enter a Description. This should help you find the form again if you 
need to save and return to it later. 

 

8.  Click Save and Continue.  
 

 
 
Step Action  Required Fields 

1.  Section 2. Operator Information: Information from the Operator 
details page will be displayed in this tab. If needed use the Actions 
button to Add Contact for the form.  
Note: Adding a contact here makes that contact the contact for this 
form, but does not add them as a contact for the organization, nor 
does it make the added person a WellSTAR User.  

Contact Role, 
Contact Name,  
Phone Number, 
Email  

2.  Click Next.  
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Step Action  Required Fields 

1.  

Enter Project Gas Volume information. 
Note: Maximum permitted working gas volume (MCF) is a 
calculated field that will automatically be calculated after these two 
required fields are entered.  

Maximum 
permitted 
storage 
capacity, 
Cushion gas 
volume 

2.  Enter Project Maximum allowable surface pressure. 
Note: All project wells will inherit this MASP automatically. If a well 
specific MASP must be set, that can be completed on a well by well 
basis in Section 4. Well Identification. 

Maximum 
allowable 
surface 
pressure 
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3.  

Enter project reservoir pressure information. 

Maximum 
reservoir 
pressure, 
Minimum 
reservoir 
pressure. 

4.  Choose a Field.  Field 
5.  Use the Actions button in the Geologic Zones grid to select Add 

Zone Information.  
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Step Action  Required Fields 
1.  The Zone Type pop-up will display.  
2.  Choose a Zone Type. 

Note: The required the pop up and required fields will change based 
on the Zone Type chosen. Storage Zone information has the most 
required fields.  

Zone Type 

3.  Enter information as appropriate for the Zone. 
Note: each row lists the validation status and message for each 
Zone entered.  

Variable 

4.  Click Save.  
5.  Scroll to the bottom and Click next.  

   

 
 
Step Action  Required Fields 

1.  Note the instructions on the top of the page “Choose all wells to be  
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included in this UGS Project application including wells that are 
within the Area of Review. Use Advanced Filtering to add area of 
review (AOR) wells that belong to another operator. The wells can 
be marked AOR in the Associated Well Grid below by using the 
Planned Use/Well Review Pop-Up.” 

2.  Use Advanced Filtering to find the wells that are part of the project.  
Note: The default Operator filter limits the wells to the Operator of 
the project. 

 

3.  Click the check box next to the well(s) that need to be associated to 
the project. 

 

4.  Click the down arrow to move the well(s) to the lower Associated 
Wells grid. 

 

5.  Use Advanced Filtering to find the wells that are part of the Area of 
Review (AOR) of the project.  
Note: Remove the default Operator filter to search for AOR wells 
that belong to another Operator. 

 

6.  Click the check box next to the well(s) that need to be associated to 
the project. 

 

7.  Click the down arrow to move the well(s) to the lower Associated 
Wells grid.  
Note: Both Project Wells and AOR wells belong in the Associated 
Wells grid. Once in the Associated Wells grid the Planned Use can 
be updated to mark the well as Project or AOR.  

 

8.  Click the Actions button in the row of the well to assign a planned 
use.  
Note: Use the cog wheel icon to Add the Planned Use column to the 
Associated Wells grid. This will help keep track of which wells have 
been assigned a planned use. 
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Step Action  Required Fields 

1.  Click Actions/Planned Use/Edit Review.  
2.  The Planned Use/Edit Review pop up will appear.   
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Step Action  Required Fields 

1.  The pop up will include information about the well that cannot be 
edited from this pop up including API, Designation, Current Status 
and more. This information is provided to help you verify that the 
correct well has been selected.  

 

2.  Update the Planned Use and if necessary check the box to indicate 
that the well does not penetrate the reservoir.  
Note: only these two fields can be edited by an external user 
submitting this form. Internal users can see and edit these as well as 
the fields described in steps 13-15 below. 

 

3.  A well specific MASP(PSI) and Maximum Injection Rate (Mcf/d) can 
be set.  
Note: The well will inherit the MASP set for the project. This field 
only needs to be edited if the well has a more limited MASP than 
the MASP for the project. The Well Specific MASP cannot exceed 
the Project MASP. If the project MASP is updated, the well MASP 
will not update if it has been updated by a user in the past.  

 

4.  Check the box for Well construction requirement and set a date if  
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the well has been configured to meet regulations.  
Note: This field can be set through this Project Information form or 
in the Well Summary form. If the well is reworked in the future to 
meet requirements, the Well Summary can be used rather than 
using the Project Information form. 

5.  Enter a Review Decision and Notes if desired. 
Note: This field is only required during the District Verification Task 
during the review process. 

 

6.  Click Save.  
 

 
 
Step Action  Required Fields 

1.  Select a Planned Use for multiple wells at a time:   
2.  Check the box next to well that must be labeled with the same 

planned use (Project well or AOR well). 
 

3.  Click the actions button in the top right of the Associated Wells  
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grid. 
4.  Choose either Planned Use-Project Well or Planned Use-AOR Well. 

All wells selected will be updated to the selected planned use.  
 

5.  When all wells have been assigned a Planned Use click the Next 
button. 

 

 

 
Step Action  Required Fields 
1.  View Section 5. Plan Association instructions: This step shows Plan 

documents associated with the UGS Project. If new Plans need to 
be added, or existing Plans maintained, please use the Plan 
Submission online form. This form can be accessed from the 
Online Forms list in the Global Navigation by selecting Plan 
Submission.   

 

2.  Scroll to the bottom and click Next.   
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Step Action  Required Fields 
1.  A new document, or a document that already exists in WellSTAR 

may be uploaded. 
 

2.  Click the Actions button and select Add New.  
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Step Action  Required Fields 
1.  To upload a document that already exists in WellSTAR:  
2.  Click the Associate Existing Document radio option.  
3.  Look up the Document ID and select the document. 

Note: a document that already exists in WellSTAR cannot be made 
confidential or internal only through this pop up. 

 

4.  Click Upload.  
5.  Repeat as needed.  
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Step Action  Required Fields 
1.  Click the Upload New Document radio option.  
2.  A document can be marked Confidentiality Requested. The 

document will be confidential in WellSTAR if the UGS Project 
Information form is approved with the Confidentiality Requested 
box checked.  
Tool Tip for Confidentiality Requested: Checking this box is not a 
written request for confidentiality. Requests to have a document 
treated confidentially require justification and Division review and 
approval.  Prior to, or at the time your document is filed, you must 
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upload a letter explaining the legal and factual basis supporting 
your confidentiality request. 

3.  A document can be marked Internal Only. The document will be 
Internal Only in WellSTAR if the UGS Project Information form is 
approved with the Internal Only box checked. 

 

4.  

Enter the document information. 

Type, Relevant 
Date, 
Description 

5.  Click browse.  
6.  Use the file explorer interface on your computer to navigate to and 

select the document. 
File name 

7.  Click Upload.  
8.  Repeat as needed.  
9.  Scroll to the bottom of the screen and click Next.  
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Step Action  Required Fields 
1.  Associate another form to this form by clicking Actions, Add Form.  
2.  Add a comment about this submission by typing in the comment 

field and clicking Add. 
 

3.  Check the I hereby certify all statements made in this form are, to 
the best of my knowledge, true, correct, and complete.  

 

4.  The form will auto populate your name in the submitter field.   
5.  Scroll to the bottom of the screen and click Submit.   

 

 
 
Step Action  Required Fields 

1.  The confirmation, including the Project Code and Form ID will 
appear 
Note: Record this Project ID to facilitate searching in WellSTAR in 
the future. 

 

 
1.1.1 Key Points 

• All required fields are enforced for new Underground Gas Storage projects.  
• A project MASP can be set. This number will be applied to all wells in the project. 
• The UGS assessment is based on which wells were part of a UGS project for any part 

of the previous year. Be sure to carefully review the wells associated to the project.  
 
1.2 Maintain a UGS Project 
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Step Action  Required Fields 

1.  Click Explore data.   
2.  Click Underground Gas Storage (UGS).  
3.  Use search or Advanced Filtering to find the project that requires 

updating. 
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4.  View the existing project information.  
5.  Click the Actions button from the Summary page.  
6.  Select Modify Project.  
7.  The UGS project Information form will be generated.   
8.  Enter a Description. This should help you find the form again if you 

need to save and return to it later. 
 

9.  Click Save and Continue.  
 

 
 
Step Action  Required Fields 

1.  Section 2. Operator Information: Information from the Operator 
details page will be displayed in this tab. Click the Actions button to 
Add Contact for the form if desired.  
Note: Adding a contact here makes that contact the contact for this 
form, but does not add them as a contact for the organization, nor 
does it make the added person a WellSTAR User.  

Contact Role, 
Contact Name,  
Phone Number, 
Email  

2.  Click Next.  
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Step Action  Required Fields 

1.  

Update Project Gas Volume information as needed. 
Note: Maximum permitted working gas volume (MCF) is a 
calculated field that will automatically be calculated after these two 
required fields are entered.  

Maximum 
permitted 
storage 
capacity, 
Cushion gas 
volume 

2.  Update Project Maximum allowable surface pressure as needed. 
Note: All project wells will inherit this MASP automatically. If a well 
specific MASP must be set, that can be completed on a well by well 
basis in Section 4. Well Identification. 

Maximum 
allowable 
surface 
pressure 

3.  Update project reservoir pressure information as needed. Maximum 



Release 4 Underground Gas Storage   
 

 
Page 24 

 

reservoir 
pressure, 
Minimum 
reservoir 
pressure. 

4.  Use the Actions button in the Geologic Zones grid to select Add 
Zone Information as needed.  

 

5.  Edit an existing Geologic Zone by selecting the Actions button in 
row with the record and clicking Edit Zone. 

 

6.  Remove an existing Geologic Zone by clicking the Actions button in 
row with the record and clicking Delete Zone. 
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Step Action  Required Fields 
1.  Geologic Zone Pop up:  
2.  The Zone Type pop-up will display.  
3.  Choose a Zone Type. 

Note: The required the pop up and required fields will change based 
on the Zone Type chosen. Storage Zone information has the most 
required fields.  

Zone Type 

4.  Enter information as appropriate for the Zone. 
Note: each row lists the validation status and message for each 
Zone entered.  

Variable 

5.  Click Save.  
6.  Scroll to the bottom and Click next.  
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Step Action  Required Fields 
1.  Note the instructions on the top of the page “Choose all wells to be 

included in this UGS Project application including wells that are 
within the Area of Review. Use Advanced Filtering to add area of 
review (AOR) wells that belong to another operator. The wells can 
be marked AOR in the Associated Well Grid below by using the 
Planned Use/Well Review Pop-Up.” 

 

2.  Use Advanced Filtering to find the wells that are part of the project.  
Note: The default Operator filter limits the wells to the Operator of 
the project. 

 

3.  Click the check box next to the well(s) that need to be associated to 
the project. 

 

4.  Click the down arrow to move the well(s) to the lower Associated 
Wells grid. 

 

5.  Use Advanced Filtering to find the wells that are part of the Area of 
Review (AOR) of the project.  
Note: Remove the default Operator filter to search for AOR wells 
that belong to another Operator. 

 

6.  Click the check box next to the well(s) that need to be associated to 
the project. 

 

7.  Click the down arrow to move the well(s) to the lower Associated 
Wells grid.  
Note: Both Project Wells and AOR wells belong in the Associated 
Wells grid. Once in the Associated Wells grid the Planned Use can 
be updated to mark the well as Project or AOR.  

 

8.  Click the Actions button in the row of the well to assign a planned 
use.  
Note: Use the cog wheel icon to Add the Planned Use column to the 
Associated Wells grid. This will help keep track of which wells have 
been assigned a planned use. 
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Step Action  Required Fields 

1.  Click Planned Use/Edit Review.  
2.  The Planned Use/Edit Review pop up will appear.   
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Step Action  Required Fields 

1.  The pop up will include information about the well that cannot be 
edited from this pop up including API, Designation, Current Status 
and more. This information is provided to help you verify that the 
correct well has been selected.  

 

2.  Update the Planned Use and if necessary check the box to indicate 
that the well does not penetrate the reservoir.  
Note: only these two fields can be edited by an external user 
submitting this form. Internal users can see and edit these as well as 
the fields described in steps 13-15 below. 

 

3.  Update a well’s specific MASP(PSI) and Maximum Injection Rate 
(Mcf/d) if desired.  
Note: The well will inherit the MASP set for the project. This field 
only needs to be edited if the well has a more limited MASP than 
the MASP for the project. The Well Specific MASP cannot exceed 
the Project MASP. If the project MASP is updated, the well MASP 
will not update if it has been updated by a user in the past.  
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4.  Check the box for well construction requirement and set a date if 
the well has been configured to meet UGS construction standards.  
Note: This field can be set through this Project Information form or 
in the Well Summary form. If the well is reworked in the future to 
meet requirements, the Well Summary can be used rather than 
using the Project Information form. 

 

5.  Enter a Review Decision and Notes if desired. 
Note: This field is only required during the District Verification Task 
during the review process. 

 

6.  Click Save.  
 

 
 
Step Action  Required Fields 

1.  Update Planned Use for multiple wells at a time:   
2.  Check the box next to well that must be labeled with the same 

planned use (Project well or AOR well). 
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3.  Click the actions button in the top right of the Associated Wells 
grid. 

 

4.  Choose either Planned Use-Project Well or Planned Use-AOR Well. 
All wells selected will be updated to the selected planned use.  

 

5.  When all wells have been assigned a Planned Use click the Next 
button. 

 

 

 
 
Step Action  Required Fields 
1.  View Section 5. Plan Association instructions: This step shows Plan 

documents associated with the UGS Project. If new Plans need to 
be added, or existing Plans maintained, please use the Plan 
Submission online form. This form can be accessed from the 
Online Forms list in the Global Navigation by selecting Plan 
Submission.   

 

2.  Scroll to the bottom and click Next.   
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Step Action  Required Fields 
1.  A new document, or a document that already exists in WellSTAR 

may be uploaded. 
 

2.  Click the Actions button and select Add New.  
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Step Action  Required Fields 
1.  To upload a document that already exists in WellSTAR:  
2.  Click the Associate Existing Document radio option.  
3.  Look up the Document ID and select the document. 

Note: a document that already exists in WellSTAR cannot be made 
confidential or internal only through this pop up. 

 

4.  Click Upload.  
5.  Repeat as needed.  
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Step Action  Required Fields 
1.  To upload a new document to WellSTAR:  
2.  Click the Actions button and select Add New.  
3.  Click the Upload New Document radio option.  
4.  A document can be marked Confidentiality Requested. The 

document will be confidential in WellSTAR if the UGS Project 
Information form is approved with the Confidentiality Requested 
box checked.  
Tool Tip for Confidentiality Requested: Checking this box is not a 
written request for confidentiality. Requests to have a document 
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treated confidentially require justification and Division review and 
approval.  Prior to, or at the time your document is filed, you must 
upload a letter explaining the legal and factual basis supporting 
your confidentiality request. 

5.  A document can be marked Internal Only. The document will be 
Internal Only in WellSTAR if the UGS Project Information form is 
approved with the Internal Only box checked. 

 

6.  

Enter the document information. 

Type, Relevant 
Date, 
Description 

7.  Click browse.  
8.  Use the file explorer interface on your computer to navigate to and 

select the document. 
File name 

9.  Click Upload.  
10.  Repeat as needed.  
11.  Scroll to the bottom of the screen and click Next.  
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Step Action  Required Fields 

1.  Associate another form to this form by clicking Actions, Add Form.  
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2.  Add a comment about this submission by typing in the comment 
field and clicking Add. 

 

3.  Check the I hereby certify all statements made in this form are, to 
the best of my knowledge, true, correct, and complete.  

 

4.  The form will auto populate your name in the submitter field.   
5.  Scroll to the bottom of the screen and click Submit.   

 

 
 
Step Action  Required Fields 

1.  The confirmation, including the Project Code and Form ID will 
appear 

 

 
 
1.2.1 Key Points 

• In modify mode, the form allows some required fields in the geologic zones pop up 
to be skipped. The form can still be submitted.  

• The UGS assessment is based on which wells were part of a UGS project for any part 
of the previous year. Be sure to carefully review the wells associated to the project. 
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2 REVIEW A UGS PROJECT SUBMITTAL 
All project submittals are reviewed by UGS staff, both in the districts and in headquarters. The 
Project Approval Letter (PAL) conditions of approval (COA), and project status are all 
determined during the review steps. The CEQA review task is always generated for new and 
expanded projects and if the project approval letter is modified during a UGS project update. 
 
 
Lesson Objectives: 

• Review a UGS project submital. 
• Understand the steps of the workflow. 
• Assign COAs to the project. 
• Choose to generate, or not generate a Project approval letter. 

 
Review task breakdown: 
Step UGS New, Modification, 

Expansion  
1.  Completeness verification 

task assigned to {District} 
UGS Completeness Review 
Workgroup 

2.  Well Verification task 
assigned to {District} UGS 
Review Workgroup 

3.  District Verification Task 
Assigned to {District} UGS 
Review Workgroup 
HQ verification task 
assigned to HQ UGS 
Review Workgroup 

Note:  Each column represents a workflow path for the UGS Project Information form. The 
CEQA review task is always generated for new and expanded projects and if the project 
approval letter is modified during a UGS project update. 
 
2.1 Completeness Verification Task  
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Step Action Required Fields 

1.  Access the WellSTAR home screen.  
2.  Locate the Completeness Verification Task in your My Tasks page.  

Note: if the task is missing from the My Tasks page: 1) another 
member of the workgroup may have already claimed it or 2) you 
may not be a member of the Workgroup.  

 

3.  Click the hyperlinked task name.  
 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to In progress.  

 

2.  Enter a task Due Date.  Due date 
3.  Click Save.  
4.  Click the blue form hyperlink in the top right corner  
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Step Action  Required Fields 

1.  View the form and check for completeness.  
2.  Evaluate if the correct documents have been uploaded.   
3.  Upload the Project Completeness checklist as an Internal Only 

document in Section 6. Document Upload. 
 

4.  Navigate to Section 9. Completeness Verification.  
5.  Select yes for both Are the correct documents uploaded to the 

project application? and Has the project Completeness Checklist 
been uploaded? if appropriate.  

 

6.  Click Save.  
7.  Navigate to section 14. Review.  
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Step Action  Required Fields 

1.  Click the Actions button in row with the Completeness Verification 
Task. 

 

2.  Select Pass, Return, or On Hold.   
3.  If you selected Pass the next tasks will be generated for this form.   
4.  If you selected Return, the form is returned to the Operator and an 

email and alert are sent to the Agent.  
 

 
2.1.1 Key Points 

• Internal Only uploads can be used to document the review process.  
• If information is incomplete the form can be returned so that the Operator can resubmit 

with complete data.  
 

2.2 Well Verification Task 
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Step Action Required Fields 
1.  Access the WellSTAR home screen.  
2.  Locate the Well Verification Task in your My Tasks page.  

Note: if the task is missing from the My Tasks page: 1) another 
member of the workgroup may have already claimed it or 2) you 
may not be a member of the Workgroup.  

 

3.  Click the hyperlinked task name.  
 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to In progress.  

 

2.  Enter a task Due Date.  Due date 
3.  Click Save.   
4.  Click the blue form hyperlink in the top right corner  
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Step Action  Required Fields 

1.  Review the wells in the Associated Wells grid in Section 4. Well 
Identification.  

 

2.  Click the Actions button in row with the Well being reviewed and 
click Planned Use/Review.  
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Step Action  Required Fields 

1.  Update a well’s specific MASP(PSI) and Maximum Injection Rate 
(Mcf/d) if desired.  
Note: The well will inherit the MASP set for the project. This field 
only needs to be edited if the well has a more limited MASP than 
the MASP for the project. The Well Specific MASP cannot exceed 
the Project MASP. If the project MASP is updated, the well MASP 
will not update if it has been updated by a user in the past.  

 

2.  Check the box for well construction requirement and set a date if 
the well has been configured to meet UGS construction standards.  
Note: This field can be set through this Project Information form or 
in the Well Summary form. If the well is reworked in the future to 
meet requirements, the Well Summary can be used rather than 
using the Project Information form. 

 

3.  Enter a Review Decision. 
Note: This District Verification Task cannot be completed until all 
wells have been reviewed and a review decision is entered.  

Review Decision 
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4.  Add Notes that support the Review Decision.  Notes 
5.  Click Save.  
6.  Repeat for all wells  
7.  Navigate to section 14. Review.  

 

 
 
Step Action  Required Fields 

1.  Click the Actions button in row with the Well Verification Task.  
2.  Select Pass, Return, or On Hold.   
3.  If you selected Pass the next tasks will be generated for this form.   
4.  If you selected Return, the form is returned to the Operator and an 

email and alert are sent to the Agent.  
 

 
2.2.1 Key Points 

• Wells that are associated to a UGS project or AOR are reviewed in this step. 
• The reviewer can set a Well specific MASP.  
• Wells can be added and removed by the reviewer if necessary.  
• The review of the project and AOR wells is tracked.  

 
2.3 CEQA Verification Task 
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Step Action Required Fields 
1.  Access the WellSTAR home screen.  
2.  Locate the CEQA Verification Task in your My Tasks page.  

Note: if the task is missing from the My Tasks page: 1) another 
member of the workgroup may have already claimed it or 2) you 
may not be a member of the Workgroup.  

 

3.  Click the hyperlinked task name.  
 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to In progress.  

 

2.  Enter a task Due Date.  Due date 
3.  Click Save.  
4.  Click the blue form hyperlink in the top right corner  
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Step Action  Required Fields 

1.  Navigate to Section 10. CEQA Verification.   
2.  Enter the required Dates. 

Note: The CEQA verification task is required for all new and 
expanded projects. The task is also generated if an existing project 
is modified (not an expansion) and the use updated the conditions 
of approval.  

Date CEQA 
review started, 
Date CEQA 
review 
Completed.  

3.  Click Save.  
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Step Action  Required Fields 

1.  Navigate to Section 6. Document Upload and upload supporting 
documents, if desired.  

 

2.  Navigate to Section 14. Review.  
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Step Action  Required Fields 

1.  Click the Actions button in row with the CEQA Verification Task.  
2.  Select Pass, Return, or On Hold.   
3.  If you selected Pass the next tasks will be generated for this form.   
4.  If you selected Return, the form is returned to the Operator and an 

email and alert are sent to the Agent.  
 

 
2.3.1 Key Points 

• The CEQA task is always generated if there is a new or updated PAL.  
• The CEQA fields are only required if the CEQA review task is generated.  

 
2.4 District Verification task 
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Step Action Required Fields 

1.  Access the WellSTAR home screen.  
2.  Locate the District Verification Task in your My Tasks page.  

Note: if the task is missing from the My Tasks page: 1) another 
member of the workgroup may have already claimed it or 2) you 
may not be a member of the Workgroup.  

 

3.  Click Save.  
4.  Click the hyperlinked task name.  
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Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to In progress.  

 

2.  Enter a task Due Date.  Due date 
3.  Click the blue form hyperlink in the top right corner.  
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Step Action  Required Fields 

1.  Navigate to Section 11. District Verification.  
2.  Check or uncheck the “Please check this box if a Project Approval 

Letter (PAL) will not be sent. The correspondence below will not 
be generated upon finalizing this form” box as desired. 
Note: All new and expanded projects must have a PAL created. A 
PAL may be generated for a modification to a project if desired.  

 

3.  Add Conditions of approval:  
4.  Use the Advanced Filtering button on the Select Conditions of 

Approval grid.  
 

5.  Check the box next to the condition to be associated with the 
Project. 

 

6.  Click the down arrow to move the condition to the lower 
Conditions of Approval grid.  
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Step Action  Required Fields 

1.  Update a Condition of Approval:   
2.  Click the Actions button in row with the condition to be edited.   
3.  Click Edit Record.   
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Step Action  Required Fields 

1.  The Condition of Approval pop up displays.   
2.  Click in the Description box and edit the text as needed.   
3.  Click Save.   
4.  The edited text appears in the Conditions of Approval grid.   
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Step Action  Required Fields 

1.  Create a custom Condition of Approval:  
2.  Click the actions button at the top of the Conditions of Approval 

grid.  
 

3.  Click Create COA.  
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Step Action  Required Fields 

1.  Choose a Category for the COA. Category 
2.  Write the COA in the Description box. Description 
3.  Click Save.  
4.  The text of the COA appears in the Conditions of Approval grid.  
5.  Repeat as needed.  
6.  Navigate to Section 14. Review.  
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Step Action  Required Fields 

1.  Click the Actions button in row with the District Verification Task.  
2.  Select Approve, Return, or On Hold.   
3.  If you selected Approve and the other tasks are already complete, 

this approval will publish the UGS project data to WellSTAR. 
 

4.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  

 

 
2.4.1 Key Points 

• Any edits to any Condition of Approval will trigger a CEQA review.  
• Checking the “Please check this box if a Project Approval Letter (PAL) will not be sent. 

The correspondence below will not be generated upon finalizing this form.” Will over 
write any changes to the form. Edits to the COAs cannot be  
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2.5 HQ verification task 
 

 
 
Step Action Required Fields 

1.  Access the WellSTAR home screen.  
2.  Locate the HQ Verification Task in your My Tasks page.  

Note: if the task is missing from the My Tasks page: 1) another 
member of the workgroup may have already claimed it or 2) you 
may not be a member of the Workgroup.  

 

3.  Click the hyperlinked task name.  
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Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to in progress.  

 

2.  Enter a task Due Date.  Due date 
3.  Click Save.   
4.  Click the blue form hyperlink in the top right corner.  
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Step Action  Required Fields 

1.  Review the project form submission.  
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Step Action  Required Fields 

1.  Navigate to the WellSTAR home screen.   
2.  Locate the Review UGS Submission task.   
3.  Click the hyperlinked task name.  
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Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to in progress.  

 

2.  Click Save.    
3.  Click the blue form hyperlink in the top right corner.  
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Step Action Required Fields 

1.  Review the submitted plan.  
Note: UGs plan types: Risk Management Plan, Emergency Response 
Plan, Records Management Plan, Baseline Gas Detection Plan, 
Decommissioning Plan. 

 

2.  Navigate to Section 3. Document Upload 
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Step Action Required Fields 

1.  Upload any documents necessary.  
Note: Internal Only documents can be uploaded to support this 
review. 

 

2.  Navigate to Section 9. Review.  
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Step Action  Required Fields 

1.  Click the Actions button in row with the Review UGS Submission 
Task. 

 

2.  Select Approve, Return, or On Hold.   
3.  If you selected Approve the Plan will be associated with the UGS 

project.  
 

4.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  
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Step Action  Required Fields 

1.  Repeat the plan review task for each plan submitted with the UGS 
project. When all plans have been reviewed and approved return to 
the HQ Verification Task. 

 

2.  Navigate to WellSTAR home.   
3.  In My Tasks locate the HQ Verification Task assigned to you 

previously in this guide.  
 

4.  Click on the task name hyperlink.  
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Step Action  Required Fields 

1.  Click on the form name hyperlink in the top right corner.  

2.  Navigate to Section 5. Plan Association. Ensure that all the 
approved plans are listed. 
Note: If a Plan is missing, return to the Plan Submission form and 
double check that it was approved.  
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Step Action Required Fields 
1.  Navigate to Section 12. DOGGR HQ Verification.  
2.  Have all required Plans been associated to the UGS project? Click 

“yes” 
 

3.  Update the Project Status if necessary. 
Note: Ceased Operation is used when a project has been given a 
moratorium on injecting. This is different from Decommissioned, 
where a project has completed the terms of their approved 
decommissioning plan and will no longer be an active UGS project. 

 

4.  A fee for UGS event response can be generated from this review 
step, as necessary. 
Note: This will create a record in transactions and payments. Only 
create this after review with accounting to determine the value of 
this fee.  

Fee amount, 
Due Date 

5.  Click Save.  
6.  Navigate to Section 14. Review.  

 

 
Step Action Required Fields 

1.  Click the Actions button in row with the HQ Verification Task.  
2.  Click Update Review Status.   
3.  Select Approve, Return, or On Hold.   
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4.  If you selected Approve and the other tasks are already complete, 
this approval will publish the UGS project data to WellSTAR.  

 

5.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  

 

 
2.5.1 Key Points 

• The HQ verification task may require the competition of one or more plan reviews 
prior to closing out this task.  

• This review can also be used to levy a fee for leak response or change a project 
status. 
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3 SUBMIT AND REVIEW UGS PLANS 
Underground Gas Storage Plans may be submitted using the Plan Submission form. The UGS 
plan types submitted through this form are; Risk Management Plan (RMP), Emergency 
Response Plan (ERP), Records Management Plan, Baseline Gas Detection Plan, 
Decommissioning Plan. Plan specific information is captured for the RMP and ERP submittals. 
Only the Plan Submission form can assign plan statuses. Plans should never be submitted 
through the Project information form or the General Document upload form.  
 
Lesson Objectives: 

• Submit UGS Plan types. 
• Review and approve plan types. 

 
 
3.1 Submit a UGS Plan 
 

 
 
Step Action Required Fields 

1.  Navigate to WellSTAR Home.  
2.  Click on the Online Forms tab.  
3.  Search for the Plan Submission form  
4.  Click on the form name hyperlink.  
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Step Action Required Fields 

1.  Select the Organization. Organization 
2.  Select the Plan Type. 

Note: UGs plan types: Risk Management Plan, Emergency Response 
Plan, Records Management Plan, Baseline Gas Detection Plan, 
Decommissioning Plan. 

Plan Type 

3.  Enter a Description. Description 
4.  Click Save and Continue.  
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Step Action Required Fields 

1.  View the organization information  
2.  Add a form contact, if desired.  
3.  Click Next.  
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Step Action  Required Fields 
1.  To upload a Plan and supporting documentation to WellSTAR:  
2.  Click the Actions button and select Add New.  
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Step Action  Required Fields 
1.  Click the Upload New Document radio option.  
2.  A document can be marked Confidentiality Requested. The 

document will be confidential in WellSTAR if the UGS Project 
Information form is approved with the Confidentiality Requested 
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box checked.  
Tool Tip for Confidentiality Requested: Checking this box is not a 
written request for confidentiality. Requests to have a document 
treated confidentially require justification and Division review and 
approval.  Prior to, or at the time your document is filed, you must 
upload a letter explaining the legal and factual basis supporting 
your confidentiality request. 

3.  A document can be marked Internal Only. The document will be 
Internal Only in WellSTAR if the UGS Project Information form is 
approved with the Internal Only box checked. 

 

4.  Enter the document information. 
Note: A document of the same type as the plan type chosen in step 
1 form information must be uploaded. For example, if the Plan Type 
is Risk Management Plan, a Risk Management Plan must be 
uploaded. 

Type, Relevant 
Date, 
Description 

5.  Click browse.  
6.  Use the file explorer interface on your computer to navigate to and 

select the document. 
File name 

7.  Click Upload.  
8.  Repeat as needed.  
9.  Scroll to the bottom of the screen and click Next.  
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Step Action Required Fields 

1.  Section 4. Plan Association is displayed.  
2.  Use Advanced Filtering to find the UGS project. 

Note: only one project can be selected. 
 

3.  Check the box next to the project.  
4.  Click the down arrow.   
5.  The project is moved to the Associated Project grid. 

Note: only one project can be selected. If a different project needs 
to be associated, the first project must be removed from the lower 
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Associated Project grid by using the up arrow.  
6.  Click Next.  

 

 
 
Step Action  Required 

Fields 
1.  Section 5. Additional Information is displayed   
2.  Risk Management Plan:   
3.  Were the use of surface and/or subsurface automatic 

or remote-actuated safety valves deemed appropriate 
for any wells in this project? 

 Yes or No 

 



Release 4 Underground Gas Storage   
 

 
Page 82 

 

 
 
Step Action Required Fields 

1.  Emergency Response Plan:  
2.  Were local emergency response entities given at least 30 days to 

review and provide input on the emergency response plan 
Yes or No 

3.  Enter a date range Start Response 
Date, End 
Response Date 

4.  Was a Risk Management Plan submitted concurrently with this 
Emergency Response Plan 

Yes or No 
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Step Action Required Fields 

1.  Other plan types:  
2.  No information is capture in section 5. Additional Information.  
3.  Click Next.  
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Step Action  Required Fields 
1.  Associate another form to this form by clicking Actions, Add Form.  
2.  Add a comment about this submission by typing in the comment 

field and clicking Add. 
 

3.  Check the I hereby certify all statements made in this form are, to 
the best of my knowledge, true, correct, and complete.  

 

4.  The form will auto populate your name in the submitter field.   
5.  Scroll to the bottom of the screen and click Submit.   

 
3.1.1 Key Points 

• The Risk Management Plan and Emergency Response plans collect data in Section 5. 
Additional Information.  

• A document of the same type as the plan type chosen in step 1 form information 
must be uploaded. For example, if the Plan Type is Risk Management Plan, a Risk 
Management Plan must be uploaded. 

 
3.2 Review a UGS Plan 
 

 
 
Step Action  Required Fields 

1.  Navigate to the WellSTAR home screen.   
2.  Locate the Review UGS Submission task.   
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3.  Click the hyperlinked task name.  
 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to In progress.  

 

2.  Click Save.    
3.  Click the blue form hyperlink in the top right corner.  
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Step Action Required Fields 

1.  Review the submitted plan.  
Note: UGs plan types: Risk Management Plan, Emergency Response 
Plan, Records Management Plan, Baseline Gas Detection Plan, 
Decommissioning Plan. 

 

2.  Navigate to Section 3. Document Upload  
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Step Action Required Fields 

1.  Upload any documents necessary.  
Note: Internal Only documents can be uploaded to support this 
review. 

 

2.  Navigate to Section 9. Review.  
 

 
 
Step Action  Required Fields 

1.  Click the Actions button in row with the Review UGS Submission 
Task. 

 

2.  Click Update Review Status.   
3.  Select Approve, Return, or On Hold.   
4.  If you selected Approve the Plan will be associated with the UGS 

project.  
 

5.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  
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3.2.1 Key Points 

• Multiple plans may be submitted for the same project at once. No more than one of 
each type. 

• I may be necessary to close out a HQ verification task for the project information 
form after this review is complete, if the plans were submitted along with a project 
application or update.  

4 MONITOR A UGS PROJECT 
Navigate through WellSTAR to view UGS data. 
 
Lesson Objectives: 

• Navigate to a UGS project detail page. 
 

 
4.1 Navigate to a UGS project 
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Step Action Required Fields 

1.  Navigate to the WellSTAR Home page.  
2.  Click Explore Data  
3.  Click Underground Gas Storage (UGS)  

 

 
 
Step Action  Required Fields 

1.  Use the Search box or Advanced Filtering to locate a project.  
2.  Click the Actions button in row with the project and click View on a 

Map to view the project on a map.  
  

3.  Click the blue Project ID to open the project detail page.  
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Step Action Required Fields 

1.  Scroll down to the Project Wells grid to view all the wells in 
the project.  

 

2.  Click the Actions button in row with a well and click View 
well information to view a pop up with that UGS well’s info. 

 

3.  Click the blue well hyperlink to be taken to the well detail 
page for that well. 
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Step Action Required Fields 

1.  Click the Summary drop down in the top right of the page.  
2.  Click Assessable wells.  
3.  Grid information does not load until a year is selected in the 

dropdown. This value will default to the most recent year 
assessed. No well is counted twice, if a well is associated 
with more than one project, then the well will only be 
assessed for one of the associated projects, not multiple 
projects 
Dropdown will begin with 2018 and increment each year 
moving forward. Upon selecting a year, grid will populate 
with assessable wells for the selected fiscal year. Assessable 
wells are any well associated to the UGS Project as project 
wells (not AOR wells) that were not plugged and abandoned 
before the end of the previous year. For example, if 2018 
was selected, any well related to the currently UGS Project 
that was not abandoned before December 31st, 2016 or was 
any status other than abandoned during any portion of 2017 
will appear in the grid. (Never count cancelled wells) 
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Step Action Required Fields 
1.  Click the Summary drop down in the top right of the page.  
2.  Click Documents.  
3.  All documents will display in the grid.   
4.  Plan related documents will have a status. Old plans will 

have a status of superseded.  
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Step Action Required Fields 
1.  Click the Summary drop down in the top right of the page.  
2.  Click Events.  
3.  When a well is added or removed from a UGS project. The 

well designation, API, if it was associated or disassociated to 
the project, by whom, and the date and time are recorded in 
the event details. 

 

 
4.1.1 Key Points 
 

• Project and well information relating to the project can be viewed from the Project 
Detail page.  

• An event is recorded when a well is added or removed from a project.  
• The list of assessable wells by fiscal year is available all year through the Assessable 

Wells tab. 
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5 CREATE AND REVIEW A UGS ASSESSMENT 
The UGS assessment is separate from the main DOGGR Oil and Gas assessment. The wells that 
are assesed each fiscal year are listed on the Well Detail page in the Assessable Wells tab, as 
discribed in the last lesson. This assessment is run once a year by headquarters staff. 
 
Lesson Objectives: 

• Generate and complete the Assessment form. 
• Review and approve the assessment form. 

 
 
5.1 Create a UGS Assessment 
 

 
 
Step Action Required Fields 

1.  Navigate to WellSTAR Home page.   
2.  Click the Forms tab.  
3.  Search for the UGS Annual Assessment form.  
4.  Click the blue Form Name hyperlink.   
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Step Action Required Fields 

1.  Choose the Assessment Year. Assessment Year 
2.  The Begin and End fiscal year will display.    
3.  Use the Begin and End dates to verify that the correct year 

was selected. 
 

4.  Enter a Description.  Description 
5.  Click Save and Continue.  

 

 
Step Action  Required Fields 

1.  Review the information in Section 2. UGS Assessment. Only the UGS 
Statewide Annual Assessment Amount ($) can be edited. The other 
fields are for review only.  
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Note: If there is an issue with any of the data in the assessment 
form, the Data Management group will need to be contacted to 
correct the data.  

2.  Enter the UGS Statewide Annual Assessment Amount ($).  
Note: This amount is provided by the Division of Administration 
Budget Office. Contact the UGS Supervisor for this value. 

 UGS Statewide 
Annual 
Assessment 
Amount ($) 

3.  Click Next.  
 

 
 
Step Action  Required Fields 
1.  To upload supporting documentation to WellSTAR:  
2.  Click the Actions button and select Add New.  
3.  Click the Upload New Document radio option.  
4.  A document can be marked Confidentiality Requested. The 

document will be confidential in WellSTAR if the UGS Project 
Information form is approved with the Confidentiality Requested 
box checked.  
Tool Tip for Confidentiality Requested: Checking this box is not a 
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written request for confidentiality. Requests to have a document 
treated confidentially require justification and Division review and 
approval.  Prior to, or at the time your document is filed, you must 
upload a letter explaining the legal and factual basis supporting 
your confidentiality request. 

5.  A document can be marked Internal Only. The document will be 
Internal Only in WellSTAR if the UGS Project Information form is 
approved with the Internal Only box checked. 

 

6.  

Enter the document information. 

Type, Relevant 
Date, 
Description 

7.  Click browse.  
8.  Use the file explorer interface on your computer to navigate to and 

select the document. 
File name 

9.  Click Upload.  
10.  Repeat as needed.  
11.  Scroll to the bottom of the screen and click Next.  
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Step Action  Required Fields 

1.  Associate another form to this form by clicking Actions, Add Form.  
2.  Add a comment about this submission by typing in the comment 

field and clicking Add. 
 

3.  Check the I hereby certify all statements made in this form are, to 
the best of my knowledge, true, correct, and complete.  

 

4.  The form will auto populate your name in the submitter field.   
5.  Scroll to the bottom of the screen and click Submit.   

 

 
 
Step Action  Required Fields 

1.  Confirmation will display.  
 
5.1.1 Key Points 

• The UGS Annual Assessment form should not be submitted until the Division of 
Administration Budget Office has provided the UGS Statewide Annual Assessment 
Amount.  

• If there is an issue with any of the data in the assessment form, the Data 
Management group will need to be contacted to correct the data. 

• UGS annual Assessments are based on the percent of wells and storage capacity for 
the state. This means that if on well changes for one operator, the assessment for all 
the operators change. 

 
5.2 Review and approve a UGS assessment 
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Step Action Required Fields 
1.  Access the WellSTAR home screen.  
2.  Locate the Review UGS Annual Assessment Task in your My Tasks 

page.  
Note: This task is completed by  

 

3.  Click the hyperlinked task name.  
 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: the task status will automatically be updated to In progress.  

 

2.  Enter a task Due Date.  Due date 
3.  Click Save.   
4.  Click the blue form hyperlink in the top right corner  

 
 
Step Action  Required Fields 

1.  Navigate to Section 2. UGS Assessment.  
2.  Verify the dollar amount in UGS Statewide Annual Assessment   
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Amount ($). 
3.  Navigate to Section 6. Notice Correspondence.  

 

 
 
Step Action  Required Fields 

1.  Enter required information. DOGGR 
Reviewer, 
Signatory 
Name, 
Signatory Title 

2.  Preview the letters for each operator.    
3.  Click Next.  
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Step Action  Required Fields 

1.  Add a review comment if necessary.  
2.  Click Next.   
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Step Action  Required Fields 

1.  Click the Actions button in row with the Review UGS Annual 
Assessment Task. 

 

2.  Click Update Review Status.  
3.  Select Approve, Return, or On Hold.   
4.  If you selected Approve and the other tasks are already complete, 

this approval will publish the UGS project data to WellSTAR. 
 

5.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  

 

 
5.2.1 Key Points 

• Once approved fees are generated for each project and are viewable on the 
Operator Detail Page Transactions tab. 

• The assessable wells can be viewed at any time from the Well Detail Page Assessable 
Wells tab. 

• The HQ UGS Senior workgroup performs this review. 
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6 UPLOAD AND REVIEW UGS TESTS 
Test results are submitted to the Division. These results can be uploaded by the Division or by 
the Operator. The tests are associated to the wells. Both the Casing Wall Thickness Test and the 
Temperature and Noise log tests collect information about those tests specific to UGS wells.  
 
Lesson Objectives: 

• Upload Temperature and Noise log 
• Review Temperature and Noise log 
• Upload Casing wall thickness test 
• Review Casing Wall thickness test.  

 
 
6.1 Upload Temperature and Noise log 
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Step Action Required Fields 
1.  Navigate to WellSTAR Home page.  
2.  Click the Online Forms tab.  
3.  Search for the Upload Test Results form.  
4.  Click the blue From Name hyperlink.  

 

 
 
Step Action  Required Fields 

1.  Enter a Description. Description 
2.  Select the Organization.  Organization 
3.  Select Well as the Test Subject. Test Subject 
4.  Use the drop down to select Well MIT - Temperature & Noise Log 

as the Test Type. 
Test Type 
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5.  Click Save and Continue.  
 

 
 
Step Action  Required Fields 

1.  Section 2. Operator Information: Information from the Operator 
details page will be displayed in this tab. If needed use the Actions 
button to Add Contact for the form.  
Note: Adding a contact here makes that contact the contact for this 
form, but does not add them as a contact for the organization, nor 
does it make the added person a WellSTAR User.  

Contact Role, 
Contact Name,  
Phone Number, 
Email  

2.  Click Next.  
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Step Action  Required Fields 

1.  Use the Search or Advanced Filtering functionality to find the well.  
2.  Click the box next to the well.   
3.  Click the down arrow. 

Note: only one well can be associated to each form. If the incorrect 
well was associated, use the up arrow to remove the well from the 
Associated Wells grid. 

 

4.  Click next.  
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Step Action  Required Fields 

1.  Enter the Actual Test Date and Actual Test Time. Actual Test 
Date, Actual 
Test Time 

2.  Was the Test witnessed by DOGGR? Select Yes or no as 
appropriate.  

 Was the Test 
witnessed by 
DOGGR? 

3.  Select Either Pass or Fail as the test result.  Test Result 
4.  Select Yes or No for Anomaly Identified. Anomaly 

Identified 
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Step Action Required Fields 
1.  To add an anomaly:  
2.  Click the Actions button in the top right of the Associated 

Anomalies grid. 
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3.  Click Add Anomaly.  
 

 
Step Action  Required Fields 
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1.  Enter the anomaly information. Anomaly Top, 
Anomaly 
Bottom, 
Explanation for 
Anomaly 

2.  Enter Planned Action to further Identify Anomaly. 
Note: the DOGGR Decision can be completed during the review 
process. 

 Planned Action 
to further 
Identify 
Anomaly 

3.  Click Save.  
4.  Repeat as needed.  
5.  Click Next.  

 

 
 
Step Action  Required Fields 
1.  To upload the test results and supporting documentation to 

WellSTAR: 
 

2.  Click the Actions button and select Add New.  
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Step Action  Required Fields 
1.  Click the Upload New Document radio option.  
2.  A document can be marked Confidentiality Requested. The 

document will be confidential in WellSTAR if the UGS Project 
Information form is approved with the Confidentiality Requested 
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box checked.  
Tool Tip for Confidentiality Requested: Checking this box is not a 
written request for confidentiality. Requests to have a document 
treated confidentially require justification and Division review and 
approval.  Prior to, or at the time your document is filed, you must 
upload a letter explaining the legal and factual basis supporting 
your confidentiality request. 

3.  A document can be marked Internal Only. The document will be 
Internal Only in WellSTAR if the UGS Project Information form is 
approved with the Internal Only box checked. 

 

4.  

Enter the document information. 

Type, Relevant 
Date, 
Description 

5.  Click browse.  
6.  Use the file explorer interface on your computer to navigate to and 

select the document. 
File name 

7.  Click Upload.  
8.  Repeat as needed.  
9.  Scroll to the bottom of the screen and click Next.  
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Step Action  Required Fields 
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1.  Associate another form to this form by clicking Actions, Add Form.  
2.  Add a comment about this submission by typing in the comment 

field and clicking Add. 
 

3.  Check the I hereby certify all statements made in this form are, to 
the best of my knowledge, true, correct, and complete.  

 

4.  The form will auto populate your name in the submitter field.   
5.  Scroll to the bottom of the screen and click Submit.   

 
6.1.1 Key Points 

• Anomalies can be tracked over time using the Upload test results module.  
• The anomalies must be reviewed by DOGGR and DOGGR must agree or disagree 

with the reported explanation. 
 
 
6.2 Review Temperature and Noise log 
 

 
 
Step Action  Required Fields 

1.  Navigate to the WellSTAR home screen.   
2.  Search for the Review Test Results task.  

Note: If the well is a UGS project well, the test will be routed to the 
UGS Workgroup. 
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3.  Click the hyperlinked Task Name.  
 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: The Task Status will automatically be updated to In progress.  

 

2.  Click Save.   
3.  Click the blue form hyperlink in the top right corner.  
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Step Action Required Fields 
1.  Review each Section.  
2.  Navigate to Section 4. Test Details.  
3.  Review each anomaly:  
4.  Click the actions button in row with the anomaly.  
5.  Click Edit Anomaly.  
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Step Action  Required Fields 

1.  Enter a DOGGR Decision for each anomaly DOGGR 
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Decision 
2.  Add DOGGR Notes as needed.   
3.  Click Save.   
4.  Navigate to Section 8. Test validation.  

 

 
 
Step Action  Required Fields 

1.  Enter the test information Was the test 
witnessed by 
DOGGR?, 
DOGGR Witness 
Name. 

2.  Enter Test Result.  Test Result 
3.  A scheduled test may be associated to the test:  
4.  Search for the scheduled test.  
5.  Click the box next to the scheduled test in the Select Scheduled Test 

grid. 
 

6.  Click the down arrow. The scheduled test will be moved to the 
lower Associated Scheduled Test grid. 

 

7.  Click Next  
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Step Action Required Fields 
1.  Add a review comment if desired.  
2.  Click Next.  

 

 
 
Step Action  Required Fields 

1.  Click the Actions button in row with the Review Test result Task.  
2.  Select Approve, Return, or On Hold.   
3.  If you selected Approve the Test will be associated with the UGS 

well.  
 

4.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  

 

 
 
6.2.1 Key Points 

• The review task for tests on UGS wells is assigned to the UGS workgroup for each 
district. 

• Time intervals for tests can be set up through the Summary form. This automatically 
let an operator know when they have a test coming due.  
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6.3 Upload Casing Wall Thickness test 

 
 
Step Action Required Fields 
1.  Navigate to WellSTAR Home page.  
2.  Click the Forms tab.  
3.  Search for the Upload Test Results form.  
4.  Click the blue From Name hyperlink.  
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Step Action  Required Fields 

1.  Enter a Description. Description 
2.  Select the Organization.  Organization 
3.  Select Well as the Test Subject. Test Subject 
4.  Use the drop down to select Well MIT – Casing Wall Thickness Test 

as the Test Type. 
Test Type 
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5.  Click Save and Continue.  
 

 
 
Step Action  Required Fields 

1.  Section 2. Operator Information: Information from the Operator 
details page will be displayed in this tab. If needed use the Actions 
button to Add Contact for the form.  
Note: Adding a contact here makes that contact the contact for this 
form, but does not add them as a contact for the organization, nor 
does it make the added person a WellSTAR User.  

Contact Role, 
Contact Name,  
Phone Number, 
Email  

2.  Click Next.  
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Step Action  Required Fields 

1.  Use the Search or Advanced Filtering functionality to find the well.  
2.  Click the box next to the well.   
3.  Click the down arrow. 

Note: only one well can be associated to each form. If the incorrect 
well was associated, use the up arrow to remove the well from the 
Associated Wells grid. 

 

4.  Click next.  
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Step Action  Required Fields 

1.  Enter the Actual Test Date and Actual Test Time. Actual Test 
Date, Actual 
Test Time 

2.  Was the Test witnessed by DOGGR? Select Yes or no as 
appropriate.  

 Was the Test 
witnessed by 
DOGGR? 

3.  Select Either Pass or Fail as the test result.  Test Result 
4.  Select an inspection tool.  
5.  Select a method used to calculate Burst Pressure 

Note: The MASP for the well is displayed. It cannot be edited from 
the Upload Test Results form.  
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6.  Select Yes or No for Anomaly Identified. Anomaly 
Identified 
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Step Action  Required Fields 

1.  To add an anomaly:  
2.  Click the Actions button in the top right of the Associated 

Anomalies grid. 
 

3.  Click Add Anomaly.  
 

 
 
Step Action  Required Fields 

1.  Enter the anomaly information. Anomaly Top, 
Anomaly 
Bottom,  

2.  Enter casing information. Nominal Casing 
OD (in), 
Measured 
casing thickness 
(in) 

3.  Enter Estimated Corrosion Rate. Estimated 
Corrosion Rate 
(in/yr.) 

4.  Enter Estimated Burst Pressure. Estimated Burst 
Pressure (psi) 

5.  Click Save.  
6.  Repeat as needed.  
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7.  Click Next.  
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Step Action  Required Fields 
1.  Answer: At any point in the next 24 months will thinning of the 

casing wall diminish the casing's ability to contain 115% of the 
well's Maximum Allowable Surface Pressure (MASP)? 

Yes or No 

2.  Enter Planned action for remediating the well; if applicable.   
3.  Click Next.  

 

 
 
Step Action  Required Fields 
1.  To upload the test results and supporting documentation to 

WellSTAR: 
 

2.  Click the Actions button and select Add New.  
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Step Action  Required Fields 
1.  Click the Upload New Document radio option.  
2.  A document can be marked Confidentiality Requested. The 

document will be confidential in WellSTAR if the UGS Project 
Information form is approved with the Confidentiality Requested 
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box checked.  
Tool Tip for Confidentiality Requested: Checking this box is not a 
written request for confidentiality. Requests to have a document 
treated confidentially require justification and Division review and 
approval.  Prior to, or at the time your document is filed, you must 
upload a letter explaining the legal and factual basis supporting 
your confidentiality request. 

3.  A document can be marked Internal Only. The document will be 
Internal Only in WellSTAR if the UGS Project Information form is 
approved with the Internal Only box checked. 

 

4.  

Enter the document information. 

Type, Relevant 
Date, 
Description 

5.  Click browse.  
6.  Use the file explorer interface on your computer to navigate to and 

select the document. 
File name 

7.  Click Upload.  
8.  Repeat as needed.  
9.  Scroll to the bottom of the screen and click Next.  
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Step Action  Required Fields 
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1.  Associate another form to this form by clicking Actions, Add Form.  
2.  Add a comment about this submission by typing in the comment 

field and clicking Add. 
 

3.  Check the I hereby certify all statements made in this form are, to 
the best of my knowledge, true, correct, and complete.  

 

4.  The form will auto populate your name in the submitter field.   
5.  Scroll to the bottom of the screen and click Submit.   

 
6.3.1 Key Points 

•  <Enter Key Points about this Lesson> 
6.4 Review Casing Wall Thickness test 
 

 
 
Step Action  Required Fields 

1.  Navigate to the WellSTAR home screen.   
2.  Locate the Review Test Results task.  

Note: If the well is a UGS project well, the test will be routed to the 
UGS Workgroup. 

 

3.  Click the hyperlinked Task Name.  



Release 4 Underground Gas Storage   
 

 
Page 141 

 

 

 
 
Step Action  Required Fields 

1.  Claim the task. 
Note: The Task Status will automatically be updated to In progress.  

 

2.  Click Save.   
3.  Click the blue form hyperlink in the top right corner.  
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Step Action Required Fields 
1.  Review each Section.  
2.  Navigate to Section 4. Test Details.  
3.  Review each anomaly.  
4.  If a change must be made to the reported anomaly information, 

click the Actions button in row with the anomaly and choose Edit. 
 

5.  Enter a DOGGR Decision for each anomaly DOGGR Decision 
6.  Click Save.   
7.  Navigate to Section 8. Test Validation.  
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Step Action  Required Fields 

1.  Enter the test information Was the test 
witnessed by 
DOGGR?, 
DOGGR Witness 
Name. 

2.  Enter Test Result.  Test Result 
3.  A scheduled test may be associated to the test:  
4.  Search for the scheduled test.  
5.  Click the box next to the scheduled test in the Select Scheduled Test 

grid. 
 

6.  Click the down arrow. The scheduled test will be moved to the 
lower Associated Scheduled Test grid. 

 

7.  Click Next  
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Step Action Required Fields 
3.  Add a review comment if desired.  
4.  Click Next.  
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Step Action  Required Fields 

5.  Click the Actions button in row with the Review Test Result Task.  
6.  Select Approve, Return, or On Hold.   
7.  If you selected Approve the Test will be associated with the UGS 

well.  
 

8.  If you selected Return, the form is returned to the Operator and an 
email and alert are sent to the Agent.  

 

 
 
6.4.1 Key Points 

• Time intervals for tests can be set up through the Summary form. This automatically 
let an operator know when they have a test coming due.  
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