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COURSE OVERVIEW 
 

Course Description 
Upload a document to an organization, well, facility, project or pipeline. 
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1 UPLOAD A DOCUMENT 
 

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

 
Lesson Objectives: 

• Upload a document to an organization 

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

 

1.1 Upload a document to an organization 

           

Step Action Required Fields 

1. Access the home screen.  

2. Click Online Forms.  

3. Search for Document Upload.  

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

1. Choose the Organization. If the form is initiated by an operator, the 
Organization will be pre-filled. 

Organization 

2. Enter a Description. Description 

3. Click Save and Continue.  
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Step Action Required Fields 

1. Review organization information.  

2. Add a contact if desired.  

3. Click Save  

4. Click Next.  
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Step Action Required Fields 

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

Category 

2. Click Actions.  

3. Click Add New.  
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Step Action Required Fields 

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

 

2. Choose a Type of document. Type 

3. Select a Relevant Date. This is whatever date is most relevant to this 
document – the date a photo was taken, or an agreement went in to 
effect. 

Relevant Date 

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

Description 

5. Click Browse.  

6. Navigate to your document.  

7. Select the document.  

8. Click Upload.  
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Step Action Required Fields 

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

 

2. Find the document using the WellSTAR Document ID.  

3. Click Upload.  
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Step Action Required Fields 

1. Click Save and then Next.  

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

1. Another form may be associated at the Form Submit step by clicking 
Actions and then Add Form.  

 

2. A Comment may be added by typing in the field to the left of the Add 
button and then clicking Add. COMMENTS ARE PERMANENT AND 
CANNOT BE DELETED.  

 

3. Check the acknowledgment box. This will populate the Submitter field 
with your name. 

acknowledgment 
box 

4. Click Preview Submission Summary and verify that the form 
conforms to your expectations. 

 

4. Click Submit.  

 
1.1.1 Key Points: 

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

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

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

Pipeline. 

        

 

Step Action Required Fields 

1. Access the home screen.  

2. Click Online Forms.  

3. Search for Document Upload.  

4. Click the Blue Document Upload hyperlink.  

 
 



Document Upload 

Page 14 

 

 

 

 
 

Step Action Required Fields 

1. Choose the Organization. If the form is initiated by an operator, the 
Organization will be pre-filled. 

Organization 

2. Enter a Description. Description 

3. Click Save and Continue.  
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Step Action Required Fields 

1. Review organization information.  

2. Add a contact if desired.  

3. Click Next.  
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Step Action Required Fields 

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

Category 

2. Click Actions.  

3. Click Add New.  
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Step Action Required Fields 

1. Leave the Upload New Document radio option selected.  

2. Choose a Type of document. Type 

3. Select a Relevant Date. This is whatever is most relevant for this 
document – the date a photo was taken, or the date an agreement 
went into effect, etc. 

Relevant Date 

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

Description 

5. Click Browse.  

6. Navigate to your document.  

7. Select the document.  

8. Click Upload.  
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Step Action Required Fields 

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

 

2. Find the document using the WellSTAR Document ID.  

3. Click Upload.  
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Step Action Required Fields 

1. Click Next.  
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Step Action Required 
Fields 

  1. Search for the Well, Facility, Project, or Pipeline the document should 
be associated to. 

 

2. Click the box next to the selected subject.  

3. Use the down arrow to move the subject into the associated lower 
grid. If you do not use the down arrow to move the subject into the 
lower grid, the association will not be finalized. 

 

4. Click Next.  
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Step Action Required Fields 

1. Another form may be associated at the Form Submit step by clicking 
Actions and then Add Form.  

 

2. A Comment may be added by typing in the field to the left of the Add 
button and then clicking Add. COMMENTS ARE PERMANENT AND 
CANNOT BE DELETED.  

 

3. Check the acknowledgment box. This will populate the Submitter field 
with your name. 

acknowledgment 
box 

4. Click Preview Submission Summary and verify that the form 
conforms to your expectations. 

 

4. Click Submit.  
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1.2.1 Key Points 

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

Document Association. 

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

stored on the Organization documents page. 

 


