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COURSE OVERVIEW 
Course Description 
 
The Submit NOI course describes the process of submitting and reviewing an NOI online 
form in the WellSTAR system. It details the process where external users or internal users 
(on behalf of external users) submit the NOI form.  
 
Process Flow 
 
The end-to-end business process for Submit NOI covers the following: 
· Submit NOI Online Form 
 
1 SUBMIT NOI 
The NOI online form is used by external users and internal users (submitting on behalf of 
external users) to apply for CalGEM permits.  Form can be used to complete and submit NOI 
for new well and existing well. The Operator must acknowledge the form is complete and 
accurate before it is submitted to the Division for review. 
 
Lesson Objectives: 
 

• Submit NOI 
1.1 Submit NOI for New Drill 
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Step Action Required Fields 
1.  Click the home button in the upper left hand corner.  
2.  Click Online Forms.   
3.  Click form name- Notice of Intention.  

 

1 

2 

3 
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1.1.1 Section 1. Form Information 

 
Step Action Required Fields 

1.  Notice of Intention Form opens to Section 1 on the Form 
Navigation; Form Information. Select the name of the 
Organization from the Organization dropdown. 

Organization 

2.  From the Notice Type dropdown, select the type of Notice. 
Note: For all types of Notices with the exception of New Drill, 
select well API from the Well API dropdown. 
Additionally,   
Wellbore Number information is required for All notice types 
other than New Drill. 
Permit No. information is required for Supplementary types. 
 

API,  
Notice Type, 
Permit No & 
Wellbore 
Number 

3.  Choose Yes or No to indicate Supplementary Notice.    
4.  Enter in a Description for this Notice of Intention 

NOTE:  It is recommended to enter Well Name and/or 
API in Description so that this information can also be 
used to locate the form. Ex: Lake View 2 / 04230456 

Description 

5.  Click Save & Continue.  
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1.1.2 Section 2. EDD Submission 

 
Step Action Required Fields 

1. Select whether you will submit using the Electronic Data 
Deliverable (EDD) template or continue with submission of 
data using the online form.  

 

2. If using EDD, select yes,  
• download the EDD template with the blue hyperlink 

within the online form. 
• Fill out all fields within .XML template. 
• Click Browse  
• Upload the completed EDD template. 
• Click Next.  

 

3. If no is selected, click Next to access the Operator Information 
step.  
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1.1.3 Section 3. Operator Information 

 
Step Action Required Fields 

1. Basic Operator contact information is displayed in this 
section. Confirm that the correct Organization has been 
selected from the Organization dropdown. 

 

2. Confirm that the designated contacts information is correct. 
If needed use the Actions button in the Conacts grid 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.   

Contact Role, 
Contact Name,  
Phone Number, 
Email 

3. Click Next or Save.  
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1.1.4 Section 4. Well Information 1  

 
Step Action Required Fields 

1.  Complete the nessasary Well Information. 
 
Note: Well API and Wellbore Code are not available for New Drill. 

Proposed Well Type, 
Notice Date 
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Step Action Required 
Fields 

2.  Enter the necessary Bond and Lease Information.  
To associate a pre-exsisting bond to the well: 
Check the box next to the Associate Existing Bond and select bond from the 
Existing Bond list. 

 
 
Note: A bond must exsist in WellSTAR before it can be associated to a well. See the 
Bond User Guide for information on Setting up a bond. 
 

 Existing 
Bond 

3.  To associate a new bond to the well: 
Check the box next to the Associate Submitted Bond Information Form and select 
bond from the Submitted Bond Form list. 

 

 
Note: A bond Information form must be submitted in WellSTAR before it can be 
associated to a well.  

Submitted 
Bond 
Form 
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Step Action Required 
Fields 

4.  To associate a pre-exsisting Lease to the well: 
Check the box next to the Associate Existing Lease and select lease from the 
Existing Lease list. 

 

 
 
Note: A Lease must exsist in WellSTAR before it can be associated to a well.  

 Existing 
Lease 

5.  To associate a new Lease to the well: 
Check the box next to the Associate Submitted Lease Information Form and select 
lease from the Submitted Lease Form list.  

 

 
Note: A Lease Information form must be submitted in WellSTAR before it can be 
associated to a well.  

Submitted 
Lease 
Form 



 

  
Page 11 

 

 
 

Step Action Required Fields 
6. Select whether mineral and surface ownership coincide. 

 
  

7. Select whether mineral and surface ownership coincide. Select the 
Mineral and Surface Owner of the lease from the list as shown below.   

  
Note: Select “Federal” if it is a BLM land. 
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Step Action Required Fields 

8. Type in Well Number and Well Name of the proposed well. 
Select UIC or UGS project code from the dropdown list, if this well will 
be associated with a new or existing UIC or UGS project. For new UIC 
or UGS project, if project code is not available associate with UIC or 
UGS application Form. Multiple projects can be associated to the well. 
Similarly Select Field, Area and Pool(s) for the proposed well. 

 Well Number 
Field, Area, Pool(s) 
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Step Action Required Fields 
9. Check all the conditions that apply to this proposed well. 

If H2S box is checked,, a contingency plan must be uploaded. 
 
Note: If the selections include confidentiality, a task will be generated 
to Confidentiality Workgroup to review and process this NOI. If the 
selections include UIC or UGS project, an alert will be sent to UIC or 
UGS Work group. Appropriate documentation should be uploaded to 
support the selection(s). 

  

10. Click Next or Save.  

 
 
1.1.5 Section 5. Well Information 2 
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Step Action Required 
Fields 

1. Enter the nessasary Well Information on the proposed well operation. 
Select datum depth (depth reference) from the dropdown list as 
shown below: 

 

 
 

Depth 
measurements 
are referenced 
to: 
 

2. Enter the corresponding datum depth in feet above ground. 

 
 

Also, Enter the Proposed Elevation Of Ground Above Sea Level 

 
 

 
Feet above 
ground; 
Proposed 
Elevation of 
ground above 
Mean Sea 
Level 

3. Enter the proposed Bottom Hole Wellbore Depths in MD and TVD. 
Select Type of Directional Well. 

 

  
Note: Directional surveys are required for Directional or Horizontal 
wells.  

Please select 
the direction 
of this 
wellbore 
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Ste
p 

Action Required 
Fields 

4. Select from the dropdowns all that apply to this notice regarding 
underbalanced drilling fluid program, Fresh Water, and USDW. 
 

 

 

5. BFW, USDW, anticipated geological markers, and intended zone(s) of 
completion can be added to Zones of Significance by clicking on 
Actions and then on Add Zone available under Zones of Significance 
section. 

 
 
Complete the Zone of Significance details as shown below: 

  
 
Describe geologic markers in the comment box below: 
 

 

Zone 
Category
,  

6. Proposed BOP Equipment and Drilling program details can be entered 
in this Section or it can be uploaded as a document in Section 11. 
Document Upload. 

 

7.  Click Next or Save.  
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1.1.6 Section 6. Location Information 

 
Step Action Required Fields 

1. Enter the proposed Surface Location Information for new drills. 
Note: NAD 83 is the reference Datum used for reporting Latitude and 
Longitude coordinates. 

 Section, Township, 
Range, B&M, 
Latitude, Longitude 
and Corner Call 
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Step Action Required Fields 
2. Check all the conditions that apply to this proposed well.  

If the proposed well is a critical well, check all that apply to this 
proposed well and indicate distance in feet (ft).  
 

  

 

 
 

Step Action Required Fields 
3. Enter the proposed Bottom Hole Location Information. 

Note: NAD 83 is the reference Datum used for reporting Latitude and 
Longitude coordinates. 

 Section, Township, 
Range, B&M, 
Latitude, Longitude 
and Corner Call 

4. Click Next or Save.  
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1.1.7 Section 7. Feature and Cement Information 

 
Step Action Required 

Fields 
1. 

 
Enter the proposed Wellbore Construction Feature-One interval at a 
time by clicking on Actions and Add Feature. 
 
Wellbore Construction Features: For example, Borehole, Casing 
Damage, Liner, Intermediate, Production, Surface Casings, Patch, 
Junk, etc. 

 Feature, 
Feature 
Top, 
Feature 
Bottom 
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Step Action Required 

Fields 
2. Fill out information for Construction Feature and click Save.   Feature, 

Feature Top, 
Feature 
Bottom. 

3. 

 
Once a Feature is added, a unique ID  for features reference 
within this form is created. Added feature can be edited or 
deleted by clicking on Actions and then on Edit. Proposed 
features can be removed by clicking Delete. Depending on 
security assignment, other actions may be taken including 
propose delete existing records.  
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Step Action Required 
Fields 

3. Enter the proposed Cement Segment information one interval at a time by 
clicking on Actions and Add Cement Segment. 
Note: Cement Segment information can not be entered without first 
creating associated wellbore construction feature. 

Associated 
Feature, 
Inside/Outside 
casing, Top, 
Bottom 
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Step Action Required 
Fields 

4. Fill out information for Cement Segment and click Save.   

5. 

 
Once a Cement Segment is added, a unique ID  for feature 
reference within this form is created. Added Cement Segment 
can be edited or deleted by clicking on Actions and then on Edit. 
Proposed cement sgements can be removed by clicking Delete. 
Depending on security assignment, other actions may be taken 
including propose delete existing records. 

 

6. 

 
Enter the proposed Cement Class information-One interval at a 
time by clicking on Actions and Add Cement Class. Cement class 
can be removed by clicking Delete.  
Note: Cement Class information can not be entered with out first 
creating associated Cement Segment. 

Associated 
Cement 
Segment, 
Cement Type  

7. Click Next or Save.  

   

1.1.8 Section 8. Completion and Perforation 
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Step Action Required 
Fields 

1. 

 
Enter the proposed completion interval-One interval at a time by 
clicking on Actions and Add Interval. 
 

 Type, 
Interval 
Status, Top, 
Bottom, 
Formation 
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Step Action Required 
Fields 

2. 

 
Fill out information for Completion Interval and click Save. 

  

3. 

 
Once a Completion Interval is added, a unique ID is created to 
the form. Added completion interval can be edited or deleted by 
clicking on Actions and then on Edit/Delete Interval depending 
on intended action to be performed. Other actions may be 
available depending on security assignment including proposed 
delete existing records. 
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Step Action Required 
Fields 

4. 

 
Enter the proposed completion perforations-One completion 
interval at a time by clicking on Actions and Add Perforation 
 

 Associated 
Completion 
Interval, 
Type, 
Perforation 
Status, Top, 
Bottom,  

 
Step Action Required 

Fields 
5. 

 
Fill out Completion Perforation information and click Save. 

  

6. 

 
Added Completion perforation can be edited or deleted by clicking 
on Actions and then on Edit/Delete Perforation depending on 
intended action to be performed. Additional actions may be 
available depending on security assignment including propose 
delete existing records. 

 

7. Click Next or Save.  
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1.1.9 Section 9. Proposed Work 

 
Step Action Required Fields 

1. Enter the narrative description of the work proposed by the 
Operator. 
Note: This section can be skipped if a complete program will 
be uploaded in Section 11. 
 

  

2. Click Next or Save.  
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1.1.10 Section 10. CEQA Information 

 
Step Action Required Fields 

1. Enter the information specific to California Environmental Quality Act 
(CEQA). Check all the conditions that apply to this proposed well. 
Note: Information for compliance with CEQA is required in this form 
step. To expedite the CEQA review process, the Operator must first 
verify whether CEQA compliance is required by the local agency 
before submitting the form to CalGEM. Every permit and project 
approval request submitted to CalGEM must undergo a CEQA review. 
Currently all NOI forms will create a task for CEQA workgroup to 
review the CEQA information submitted by the operator.  

  

2. Click Next or Save.  
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1.1.11 Section 11. Document Upload 

 
Step Action Required Fields 

1. Upload documents to support the application. 
Select documents to be uploaded, Add New from the Action 
Dropdown on this form to upload a document. 
Associated Features;  
Document Type*: BOPE memo, Casing program, CEQA documents, 
Federal Permit, Environmental Documents, GIS Data, Maps, etc. 
Relevant Date* 
Description* 
 
Note: Some documents may need to be uploaded depending on what 
is indicated in the form (i.e., H2S contigency plan, CEQA documents, 
work program, etc.) 

 Document Type, 
Relevant Date, 
Description.  

2. Browse Local drive, select and upload document. 
Associated existing documents can be uploaded. 

 

3. Click Next or Save.  
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1.1.12 Section 12. Directional Survey Submission 

 
Step Action Required Fields 

1 Select whether you will submit using the Electronic Data 
Deliverable (EDD) template or continue with submission of 
data using the online form.  

 

2 If using EDD, select yes,  
• download the EDD template with the blue hyperlink 

within the online form. 
• Fill out all fields within the Excel template. 
• Click browse 
• Upload the completed EDD template. 
• Click Next. 

 

3 If no is selected, click Next.  
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1.1.13 Section 13. Directional Survey  
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Step Action Required Fields 
1 Populate grid with EDD or manually.  

 
 

2 View, sort, and filter errors in the grid.  
3 Click Next.  

1.1.14 Section 14. Form Submit 
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Step Action Required Fields 
1.  Finalize and Acknowledge of NOI submission. 

Necessary Online Forms can be associated here (Ex; New 
Bond, Lease UIC Application). 
Comments can be added to assist the approval process. 
  

    

2.  Finalize and Preview Submission.  
3.  Submitter certifies to the accuracy, completeness and 

truthfulness of submission by checking the 
Acknowledgement* box. 

Check 
Acknowledgement 

4.  Click Submit or Save. 
 

 

 
1.1.15 Section 15. Confirmation 
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Step Action Required Fields 
1.  No Action is required in this section. Upon Successful 

submission, confirmation message is displayed and email is 
sent to confirm the successful submission. 
Note: Once the form is successfully submitted, form cannot be 
edited by an external user unless the form status is set as 
“Return” during the review process. 
 

    

 
1.1.16 Key Points 

• Notice of Intention form can be found from the lists of Online Forms or from the 
Well page. 

• NOI is created. 
• Required fields need to be entered before progressing on NOI online form.  
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