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COURSE OVERVIEW 

Course Description 
This guide can be used to submit a W-3X Application for an Extension of Deadline for Plugging a 
Well form in LoneSTAR. 

  



1.1 Launching the Form 
1.1.1 Key Points 

• Users with sufficient security roles can launch the form. 
 

 
 

1.1.2 Steps to launch the form 

 

1.2 Form Information Step 
1.2.1 Key Points 

• Learn how to enter information on the form information step and create a new form 
instance. 

Step Action Required 
Fields 

1. Navigate to the Internal Landing page.  
 

 

2. Click the Online Forms tab. 

 
 

 

3. Select the W-3X Application for an Extension of Deadline for Plugging a Well form 
name. 

 



  
 

1.2.2 Steps to complete the Form Information step 

Step Action Required 
Fields 

 
1. 

 Select the Organization you are submitting the W-3X on behalf of. 

 

 

2.  Select the purpose of the W-3X being submitted. For this example, select Blanket 
Extension.

 
Note: Each W-3X can only have one Purpose for Filing. 

 

3. Do not select the Hard Copy Submission? Checkbox. 

 
Note: The purpose of this is to indicate an Operator sent a W-3X to the 
commission and the Internal User is now submitting the form on behalf of the 
Operator. 

 

4. Enter a Description that will allow you to easily locate this particular form 
submission in the future. 

 

 

5. Click Save & Continue 

 
Note: At this point, this is now considered a form instance in LoneSTAR 

 



 

1.3 Organization Information Step 
1.3.1 Key Points 

• Learn how to confirm Organization Information. 
 

 
 

1.3.2 Steps to complete the Organization Information step 

Step Action Required 
Fields 

1. LoneSTAR will present the Organization Information step pre-populated with 
information based on the most recently approved P-5 Organization Report for the 
associated to Organization. 

 

2. The first information presented includes the information for the organization itself 
as entered on the P-5 Organization Report. 

 

 

3. Below, the grid displays users who are associated to the form submission.  



 
 

1.4 Well Selection and Disposition Step 
1.4.1 Key Points 

• Learn to select the W-3X Option and verify wells to complete the step. 
 

 
 
 

1.4.2 Steps to complete the Wells step 

 
Note: A user with a Role of Submitter is automatically added as the user who is 
currently in context of the online form. 

4. To navigate to the next step, click “Next”. 

 

 

Step Action Required 
Fields 

1. This step will display differently based on the W-3X Option Selection. For the purpose 
of this example, we are going to select Option A. 

 



 

 
2. The Well fields are not editable; these are informational and meant to help you submit 

this form. 

 
 

 

3. The Associated Well Grid automatically adds all 14(b)(2) wells associated to the 
Organization associated to the form submission. 

 

 

4. To navigate to the next step, click “Next”. 

 

 



 

1.5 Document Upload Step 
1.5.1 Key Points 

• Learn how to upload various documents to be part of the online form submission. 
 

 
 

1.5.2 Steps to complete the Document Upload step 

Step Action Required 
Fields 

1. To upload a new document, click the grid-level actions menu and select to Add New. 

 

 

2. You will be presented with the Document Upload dialog.  



 
3. The user can choose to upload a new document or associate an existing document. 

 
Note: To associate an existing document, the document must have been uploaded as part 
of a previously approved form associated to the organization in context. 

 

4. If you choose to upload a new document, you must select the type of document to be 
associated to the document. For this example, select a type of “Inspection Report” set 
the relevant date to today, and enter a description which can be easily identified later. 

 

5. To upload the document itself, select the Browse button. You will be presented with your 
file management window to select the document from. 

 

 

6. Double click the document you would like to upload and the selected document will 
display in the Document Uplaod dialog.  

 

7. LoneSTAR will display a message indicating the document was successfully uploaded. 

 

 

8. Select Upload and the document will now display in the grid and will be associated to the 
form submission.  

 

 

9. If instead of uploading a new document, an existing document can be associated.  



 

1.6 Fees and Payment 
1.6.1 Key Points 

• Learn how to complete the Fees & Payments Step. 

• Learn how to return to LoneSTAR after interacting with the Payment Portal. 
 

 

 
10. The Document ID dropdown will display a list of documents that can be associated. Select 

the desired document and click Upload and the document will now display in the grid and 
will be associated to the form submission. 

 

 

11. To navigate to the next step, click “Next”. 

 

 



1.6.2 Steps to complete the Fees and Payment step 

 
 

1.7 Form Submit and Confirmation Steps 
1.7.1 Key Points 

• Learn how to submit the form. 

• Learn how to view confirmation message. 

Step Action Required 
Fields 

1. LoneSTAR will present the user with a grid displaying any required Fees that must 
be submitted prior to submitting the form. 

 

2. In order to make a payment for any required fees, select the row-level actions 
menu and select “Pay Fee Electronically”.  

 
Note: After selecting this, you will be brought to the Payment Portal. Once you 
have completed paying for the required fees, select the Return to LoneSTAR link. 

 

3. You can verify the status of the payment(s) in the “Status” column to see if the full 
payment was received by LoneSTAR. 

 

4. Additionally, when a fee has a payment made for it, the “Payment Date” column 
will be populated with the day the fee was paid. 

 

5. Internal Users with sufficient security access can select the row-level actions and 
override the fee so no payment is necessary or can select the row-level actions and 
add a transaction manually to indicate a payment for the fee. 

 

 

6. The above steps are replicable for all fees in the grid.  

7. To navigate to the next step, click “Next”.  

 

 



 

 
 

1.7.2 Steps to complete the Form Submit step 

Step Action Required 
Fields 

1. To associate an existing online form to be part of this form submission, you can select 
the Add Form action and select the form from the subsequent dialog. 

 

 

2. To add a comment, enter the text of the comment in the comment textbox and press 
the Add button. 

 



 

1.8 Review Comments Step 
1.8.1 Key Points 

• Learn how to complete the Review Comments Step. 
 

 
3. In the Acknowledgement section, the user must enter their submitter title and indicate 

the date this form was received. 

 

Submitter 
Title, Date 
Received 

4. Select the certification checkbox. 

 

Certification 
Checkbox 

5. Select the Submit button to submit the form. 

 
Note: The Submit button is deactivated until all required fields are completed on this 
step.  

 

6. When the form is submitted, the Confirmation message will be displayed to indicate 
the form has been submitted and the workflow processing has begun. 

 
Note:  

• Refreshing the page will display if the workflow processing has been 
completed. 

• Once the form has been submitted, External Users can no longer edit the form. 
 

 



 
 

1.8.2 Steps to complete the Review Comments step 

 

1.9 Review Step 

1.9.1 Create Correspondence Step 

Step Action Required 
Fields 

1. To add a comment, enter the text of the comment in the comment textbox, select 
Internal Only? checkbox, and press the Add button. 
Note:  

• Internal Only comments will only be viewable by Internal Users. 

• The Internal Only? checkbox selection persists between entering comments. 

 

 

2. To add an externally facing comment, enter the text of the comment in the comment 
textbox, deselect the Internal Only? checkbox, and press the Add button. 

 

3. Select the Next button to proceed to the next step. 

 

 

Step Action Required Fields 



  

1. Select the “Review” tab under Form Detail Navigation, and then select 
“Create Correspondence.” 

c  

Create 
Correspondence 

2. For the purpose of this guide, choose “Yes” to Create Correspondence. 

 

Yes 

3. Choose not to Send via Certified Mail. 

 

Do not check “Send 
via Certified Mail?” 
 
“Ready to Send” 
should be left alone 
until Step 12. 



4. Select the Correspondence Type dropdown to be General. 

 

 

5. Complete the Subject line to be “Financial Assurance Correspondence.” 

 

Subject 

6. Complete the Signatory Name field as your preferred name. 

 

Signatory Name 

7. For the purpose of this example, do not select to CC any additional 
organizations. (Leave box blank) 

 

 

8. From the Signatory Department dropdown, select “P-5 Financial 
Assurance Unit.” 

 

Signatory 
Department 

9. For the purpose of this example, do not select to CC any additional 
people. (Leave box blank) 

 

 



  

10. Enter description to be able to identify this document at a later time. 

 

Note: 

This description is not the title of the correspondence, this is meant to 
be an easily identifiable description that can be used to locate the 
correspondence at a later time. 

Description 

11. Complete the Correspondence Text field with the desired text to be 
sent to the Organization as the body of the text. 

 

Correspondence 
Text 

12. Navigate back to the top of the step, click the “Ready to Send?” 
Checkbox. 

 

Note: 

If this is not selected, the correspondence will not be sent. 

 

13. Select the Preview link, this will download a PDF copy of what the 
correspondence will look like when sent. This link is below the 
“Correspondence Text” area.  

 

Note: 

A .pdf will be created, and you will be prompted for the download. 

 



 

1.9.2 Review Comments Step 
 

Step Action Required Fields 

1. Select the “Review Comments” tab under Form Detail Navigation. Note: 
It may be necessary to select the “Review” tab under Form Detail 
Navigation before the “Review Comments” tab can be seen. 
 

 

 

  

14. To navigate to the next step, click “Next.” 

 

Note: 

Once the form is saved, no edits can be made on the page. If 
corrections are needed, the form will need to be withdrawn and the 
user will need to start over. It is important to review all work before 
saving. 

 



2. To add a comment, enter the text of the comment in the comment 
textbox, select Internal Only? Checkbox if needed. 

Select the Add button to add the comment. 

 

Note: 

• Internal Only comments will only be viewable by Internal Users. 

• The Internal Only? checkbox selection persists between entering 
comments. 

 

3. To add an externally facing comment, enter the text of the comment in 
the comment textbox, deselect the Internal Only? checkbox, and press 
the Add button. By default, the Internal Only option will not be selected. 

 

 

4. Select the Next button to proceed to the next step. 

 

 



 

1.9.3 Review Step 
 

 

• Not all forms will require a Manual Review. Please see the Form Manual for a validation 
matrix as reference for conditions which trigger a Manual Review. 

Step Action Required Fields 

1. The step is pre-populated with a review task to be completed. 

 

 



2. Before the task can be completed, it must be assigned to yourself. 
Select the Task Name link to be taken to the Task Detail page. 

 

A separate browser tab will open, showing the Task Detail Page. 

 

3. a) To assign the task to yourself, select the Edit button at the bottom 

 

b) In the “Assigned To” dropdown, select your name from the list 

 

c) Set a Due Date (type manually or use the calendar button at right) 

 

d) Select Save (you will be taken back to the Review Step of the Form) 

 

Assigned To, Due 
Date 



4. Now that the task is assigned to you, you can select the Actions 
dropdown to disposition the review task. 

 

 

5. For the purpose of this guide, we are going to choose to Approve the 
form. To do so, select “Update Review Status” from the dropdown. 

 

 

6. Select “Approve” from the Review Status dropdown and select Save to 
disposition the task. When asked to confirm, select “Yes” to continue. 

 

 

Review Status 



7. Workflow processing will begin, and you will be notified that you can 
refresh the page to view the updated status. 

 

 

8. Continue the process for the Managerial Workgroup Review task. 

 

9. When workflow processing is complete, the P-5 Record Only filing will 
be updated. 

 

 


