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COURSE OVERVIEW 
Course Description 
The Well Management course provides instruction on the process of submission of NOIs, 
permit information, and well information in the WellSTAR system. 
Process Flow 

The end-to-end business process for Submit and Maintain Well Information covers the 
following: 

• Submit Well Information Form 
• Submit Well Name Change Form 
• Submit Confidentiality Request Form 
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1 SUBMIT WELL INFORMATION FORM 
Form used to update information regarding a well. 
 
Lesson Objectives: 

• Submit a Well Information Form 
1.1 Submit Well Information Form 

 
 

Step Action Required Fields 
1.  From the home screen Search for the well.  
2.  Click on the API Number.  
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Step Action Required Fields 
3.  From the home screen Search for the well.  
4.  Click on the API Number.  
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Step Action Required Fields 

1.  Click on Actions drop down.  
2.  Select Update Well Information.  

 

 
Step Action Required Fields 

1.  Enter the Organization, Well API, and Description. Organization 
Well API 
Description 

2.  Click Next button.  
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Step Action Required Fields 
1.  Click on Actions drop down.  
2.  Select Add Contact.  
3.  If this contact is already in WellSTAR and associated to the 

Organization, then make sure the box is checked. 
 

4.  Enter contact information. Contact Role 
Find Person 

5.  Click Save button.  
6.  Click Next button.  
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Step Action Required Fields 
1.  Enter an updated well status, lat/long, project association, well 

classification (if idle well user), or Injection Suspended Reason. 
Abandonment Date & 
Abandoned to Division 
Satisfaction? (if 
changing well to 
Plugged & Abandoned) 
 
Injection Suspended 
Reason & Date (If 
selecting Injection 
Suspended) 
 

2.  Scroll down on page.  
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Step Action Required Fields 
1.  The Current Associated Projects Grid will display any project 

associations for the well whether it is an injection well or an AOR 
well within a project. 

 

2.  Scroll down on the page.  
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Step Action Required Fields 

1.  Update the wellbore status by clicking the Actions hyperlink in row 
with the Wellbore to be edited. The wellbore status will not change 
the overall well status. 

 

2.  Click Save button.  
 
 

 
 

Step Action Required Fields 
1.  Edit completion interval information by clicking on the Actions 

hyperlink in row with the Completion interval to be edited. 
 

2.  The Type, Status, UIC Project Code, Operational MASP, Top, 
Bottom, and Formation can be edited. 

Type, Interval Status, 
Top, Bottom, Field, 
Area, Pool, 
Formation 

3.  Click Save button.  
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Step Action Required Fields 
1.  Click on Actions drop down.  
2.  Select Add New.  
3.  Enter Proposed document information. Type 

Relevant Date 
Description 
Filename 

4.  Click Browse button and select file.  
5.  Click Upload button.  
6.  Click Next button.  
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Step Action Required Fields 
1.  If the form is being used to change a well status to plugged and 

abandoned, then click Yes under Generate a Letter of Final 
Abandonment? 

Generate Letter 
of Final 
Abandonment? 

2.  Fill out the letter of final abandonment information and click on 
Preview to preview the correspondence. 

Subject 
Signatory Name 
Signatory Title 

3.  Select “Next”.   
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Step Action Required Fields 
1.  If a form is to be associated, click Add Form.  This creates a popup.  

Type in the form ID or name and click “Save”. 
 

2.  If any comments pertaining to the submittal is needed, type in the 
comment and click Add Comment. 

 

3.  When ready to acknowledge, click the box label “I hereby 
certify…”.  This autopopulates the user’s name who is filling out 
the form. 

“I hereby certify 
that…” 

4.  Click the button “Preview Submission Summary” to view the 
submission. 

 

5.  When satisfied with the submission, click “Submit”. 
 
NOTE: This form will only generate a task if it is changing the well 
status to plugged and abandoned, or if a UIC or UGS project 
association is made or information is changed or deleted. 

 

 

 
Step Action Required Fields 

1.  Refresh the page until the background validation banner at the top 
of the page goes away. 
 
NOTE: if the banner turns red there was a background processing 
error. Report the error to the service desk and make sure to 
provide the form ID. 
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2 SUBMIT AND UPDATE WELL INFORMATION 
Form used to change the name of a well or wells. 
 
Lesson Objectives: 

• Well Name Change Form 
• Confidentiality Request Form 

 
2.1 Submit Well Name Change Form 
 

 
 

Step Action Required Fields 
1.  Click Organization drop down.  
2.  Select Organization that the form is being submitted on behalf of. Organization 
3.  Enter a description of the form in the Description text box. Description 
4.  Click Save & Continue button.  
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Step Action Required Fields 
1.  Click on Actions drop down.  
2.  Select Add Contact.  
3.  If this contact is already in WellSTAR and associated to the 

Organization, then make sure the box is checked. 
 

4.  Enter contact information. Contact Role 
Find Person 

5.  Click Save button.  
6.  Click Next button.  
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Step Action Required Fields 
1.  Click on Actions drop down in row with the well to be edited.  
2.  Select Edit Data.  
3.  Enter Proposed well name information.  
4.  Click Update button.  
5.  Click Next Button.  
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Step Action Required Fields 
7.  Click on Actions drop down.  
8.  Select Add New.  
9.  Enter Proposed document information. Type 

Relevant Date 
Description 
Filename 

10   Click Browse button and select file.  
11   Click Upload button.  
12   Click Next button.  
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Step Action Required Fields 
1.  Under Online Form Association click on Actions drop down.  
2.  Select Add New.  
3.  Select associated form from Form ID drop down. 

 

 

4.  Click Save button.  
5.  Under Comments add comments as needed.  
6.  Under Acknowledgment click the check box to certify the form 

submission. 
Acknowledgement 
check box 

7.  Click Submit button.  
8.  Click Close button on confirmation page. 
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2.2 Submit Confidentiality Request 
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Step Action Required Fields 
1.  Enter the Organization, Well API, and Description. Organization, 

Well API, and 
Description 

2.  Click on Save and Continue.  
 
 
 
 

 
 

Step Action Required Fields 
1.  Click on Actions drop down.  
2.  Select Add Contact.  
3.  If this contact is already in WellSTAR and associated to the 

Organization, then make sure the box is checked. 
 

4.  Enter contact information. Contact Role 
Find Person 

5.  Click Save button.  
6.  Click Next button.  
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Step Action Required Fields 
1.  Click on Confidentiality Request Type drop down and select 

request type. 
Confidentiality 
Request 
Type 

2.  Add any additional notes that are relevant.  
3.  Click Next button.  
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Step Action Required Fields 
1.  Click on Actions drop down.  
2.  Select Add New.  
3.  Enter Proposed document information. 

 
(A Confidentiality Request Letter is required) 

Type 
Relevant Date 
Description 
Filename 

4.  Click Browse button and select file.  
5.  Click Upload button.  
6.  Click Next button.  
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Step Action Required Fields 

1.  Under Online Form Association click on Actions drop down.  
2.  Select Add New.  
3.  Select associated form from Form ID drop down. 

 

 

4.  Click Save button.  
5.  Under Comments add comments as needed.  
6.  Under Acknowledgment click the check box to certify the form 

submission. 
Acknowledgement 
check box 

7.  Click Submit button.  
8.  Click Close button on confirmation page. 
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