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Background

Notice of Violation Emails are erroneously sent to Operators when resolving 
Violations via the compliance Information Form. This could be very confusing 
to perator
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Navigating to Documents and 
Forms in WellSTAR from 

Email Notifications

Presented by:

Gabriela Dabon, Engineering Geologist
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WellSTAR Email Notifications

• WellSTAR sends automated system Email messages to Form 
Contacts, Agents, and other users, as appropriate – emails will be 
received from: NoReply@conservation.ca.gov

• System messages are sent to update on important activity that has 
occurred in WellSTAR related to your Organization.

• Emails have several purposes: 

➢ Informational – no action required

➢ Reminder – action required

➢ Notice to view – action required

• System generated emails are generic. They contain different text 
depending on the reason for the email and contain a link to the 
WellSTAR login URL 

• This demonstration will cover how to navigate to relevant 
materials in WellSTAR when receiving a system generated 
email
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WellSTAR Email Notifications – Reference Information

➢ System generated emails will identify the purpose for the email and 
what needs to be viewed in WellSTAR – take note of any identifying 
information such as Document type or Item ID

➢ The URL link will take you the WellSTAR login page and will not take 
you directly to the specific item

➢ Use “Search” and “Advanced Filtering” capabilities in WellSTAR to 
filter out the relevant item

➢ Some examples of system generated emails and the relevant 
information to search in WellSTAR:

• Notice of Form submitted/accepted/approved/on-
hold/returned, etc.

• Locate the Form ID in the email – search in WellSTAR

• Notification to view new report, record, or correspondence 
(e.g., Inspection Summary, Notice of Violation (NOV’s))

• Use “Document Search” Page or go to your 
Organization Page and navigate to the “Document” 
drop-down tab. Filter by document/correspondence 
type outlined in email
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Email Subjects from WellSTAR - Examples

• WellSTAR - Bond Determination - Approval

• WellSTAR - Compliance Added/Updated

• WellSTAR - Construction Site Well Review

• WellSTAR - {Operator Name} - View {CorrespondenceType} Correspondence

• WellSTAR - Form Accepted

• WellSTAR - Form Approved

• WellSTAR - Form Returned

• WellSTAR - Incident Added/Updated

• WellSTAR - Inspection Summary Available,  (FAILED EVALUATION)

• WellSTAR - Inspection Summary Available,  (NO FAILED EVALUATION)

• WellSTAR - Inspection Summary Available - Non-Compliance

• WellSTAR - Missing Monthly Report

• WellSTAR - Missing Quarterly Report

• WellSTAR - View Notice

• WellSTAR - View Notice of Violation
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Examples of Emails - 1 

Email from WellSTAR about a Notice of Violation…

Email from WellSTAR about a Compliance Record…

Helpful Tip!
Take note of the 
Document type 

and/or Record ID
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Examples of Emails - 2

Email from WellSTAR about an Inspection Summary…

Email from WellSTAR about a New Correspondence…

Helpful Tip!
Take note of the 
Document type 

and/or Record ID
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Examples of Emails - 3

Email from WellSTAR about a Form being accepted…

Email from WellSTAR about a Form being returned…

Helpful Tip!
Take note of the 

Form ID’s
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Demonstration of navigating to Documents and 
Forms in WellSTAR
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Navigating to Documents in WellSTAR - 1
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Navigating to Documents in WellSTAR - 2

• Select the 
organization that 
you are 
associated with
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Navigating to Documents in WellSTAR - 3

• Select "Documents" 
under the summary 
dropdown.
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Navigating to Documents in WellSTAR - 4

• The organization 
detail page will be 
shown and user 
can view all the 
documents or 
filter out to a 
specific file.

14



California Department of Conservation | conservation.ca.gov

Adding Users to Organizations
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Administrative Permissions in WellSTAR

• Organization Administrative Users are granted permissions to 
manage (add, edit, remove) users under their Organization and 
Entity

• Users may be added to your organization to provide access to 
WellSTAR, where they can view and submit Forms and 
correspondence.

• Managing users is useful for Organizations for several reasons:

• Adding new staff members

• Contracting staff assignments

• Role changes

• Staff leaves or no longer needs access to WellSTAR

• This demonstration will cover how to add a user to your 
Entity/Organization and how to upgrade their security assignment 
to be able to submit online forms.
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Adding Users to Organizations: Part One - 1

• Select the 
organization that 
you are 
associated with
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Adding Users to Organizations: Part One - 2

• Select "Edit 
details" of the 
dropdown options 
in "Summary".
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Adding Users to Organizations: Part One - 3

• This will direct 
you to a Form 
Navigation.

• Fill out the 
"Description" box 
in the first tab.
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Adding Users to Organizations: Part One - 4

• Navigate to the 
third tab and 
select "Continue".
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Adding Users to Organizations: Part One - 5

• Go to  "Actions" 
and select "Add 
Person".
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Adding Users to Organizations: Part One - 6

• Confirm the user 
does not exist and 
fill out the name 
in the "Find 
Person" field.

• If user does not 
exist select 
"Person does not 
exist in WellSTAR" 
to move on to the 
next step.
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Adding Users to Organizations: Part One - 7

• Enter in all the 
required fields which 
include:

➢ First Name
➢ Last Name
➢ Email
➢ Relationship Type

• Checkmark the box 
"WellSTAR user" to 
select the relationship 
attributes.
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Adding Users to Organizations: Part One - 8

• After entering the user's info, continue the form and 
navigate to tab 5 "Form submit"

• Submitter needs to checkmark the acknowledgement 
box to submit the form.
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Adding Users to Organizations: Part One - 9

• Refresh the form until the background process error has 
disappeared.

• Form is officially submitted successfully.
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Adding Users to Organizations: Part Two - 1

• Navigate back to the 
organization detail 
page.
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Adding Users to Organizations: Part Two - 2

• Scroll to the 
"Associated People" 
and select the user.
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Adding Users to Organizations: Part Two - 3

• Select "Security" from 
one of the options of 
the dropdown selection 
from Summary.

• Make sure to associate 
the user with the 
correct operator 
in "Organization".

• Checkmark the box that 
says "Organization All 
Forms Submitter"

• Select "Save".
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Adding Users to Organizations: Part Two - 4

• The record has been 
now saved 
successfully and user 
should be able to 
have access to forms 
and submit them.
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Q&A Session

Please feel free to use the Q&A chat function throughout 
the workshop.
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Web Links
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• How-To Training Materials for Operators on youtube Direct link: 
https://www.youtube.com/playlist?list=PLErBtDSML9r6_SjGfEPXZqHj
yWV2ot3lG

• Additional Training Materials: 
https://www.conservation.ca.gov/calgem/for_operators/Pages/
wellstar-training-materials.aspx

https://www.youtube.com/playlist?list=PLErBtDSML9r6_SjGfEPXZqHjyWV2ot3lG
https://www.youtube.com/playlist?list=PLErBtDSML9r6_SjGfEPXZqHjyWV2ot3lG
https://www.conservation.ca.gov/calgem/for_operators/Pages/wellstar-training-materials.aspx
https://www.conservation.ca.gov/calgem/for_operators/Pages/wellstar-training-materials.aspx
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THANK YOU
For questions, please contact the WellSTAR team at 

WellSTAR@conservation.ca.gov
DMRSP_Mailbox@conservation.ca.gov

California Geologic Energy 
Management Division
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