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1.0 Introduction

The Department of Water Resources (Department) developed the Sustainable Groundwater
Management Act (SGMA) Portal to provide local agencies, groundwater sustainability agencies (GSA),
and water masters with a platform where they can submit information required by SGMA on GSA
formation, annual reporting in adjudicated basins, alternative submittals, basin boundary
modification requests, and groundwater sustainability plan (GSP) initial notifications. The SGMA
Portal enables the public and interested stakeholders to view submitted information and provide
comments, where applicable.

Article 4 of the Emergency GSP Regulations (23 CCR §350 et seq.) establishes procedures for
submitting GSPs and requires the Department to provide “...forms and instructions for submitting
Plans...” (23 CCR §353.2). Per 23 CCR §353.4, local agencies are required to submit their materials
“...electronically to the Department through an online reporting system in a format provided by the
Department as described in §353.2.” The Department has developed the GSP Reporting System and
the Monitoring Network module on the SGMA Portal to meet these regulatory requirements. This
document is intended to provide detailed information on how GSAs submit a GSP to the Department
and provide the monitoring site information and data using the GSP Reporting System and
Monitoring Network Module within the SGMA Portal.

11 Overview of GSP Submittal Process

Figure 1 illustrates the overall process for submitting a GSP to the Department. This process begins
with GSAs developing and submitting a GSP Initial Notification (green box) prior to starting
development of the GSP. The grey boxes show the steps for submitting the adopted GSP, supporting
information, and references, while the pink box is the module where monitoring network information
and data are to be submitted.

The GSP submittal process can be started by anyone with permission from a GSA in the basin. If the
user doesn’t have permission from the basin, they can request it from the GSA. The adopted GSP
should be uploaded in a single PDF file. If the GSP needs to be submitted in multiple PDF files, the
user must contact the Department for further instructions at GSPSubmittal@water.ca.gov.

The Elements Guide (identified as step C in Figure 1) needs to be filled out to document where each
Element of the GSP Regulations (Article 5) is found in the adopted GSP. This can be done using the
Elements Guide Excel template or the online Web Form. Supporting information can be uploaded
(such as GIS shapefiles) in step D.

References and citations used in the adopted GSP need to be submitted (identified as step E in the
figure). The reference import template is available to upload information about multiple references
at once.

In parallel with the GSP submittal, monitoring network site information and data need to be uploaded
into the SGMA Portal Monitoring Network module.

For basins with multiple GSPs, a coordination agreement is required to be uploaded and submitted
with the GSPs. This step is shown below “Submit GSP” in Figure 1. In parallel with GSAs preparing
the GSP submittal, the basin Point of Contact may begin to upload the coordination agreement and
fill in the associated information in the Web Form. The Point of Contact identified in the coordination
agreement for the basin is required to submit the coordination agreement for the basin once all the

Department of Water Resources
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GSPs in the basin have been submitted. This step to upload and complete the coordination
agreement submittal is only required for basins that have multiple GSPs.

GSP Initial Notification

Start a GSP If you are a new
Submittal Using user, create a user
DWR's SGMA Portal account
|
\ :
Request permission
n Input Base | __ _ fromyour basin
Information point-of-contact to
submit a GSP
E Upload the
Adopted GSP
Complete E Provide E Add Input
Elements Supporting Monitoring

References

Guide — Information Network Info

OPTION 1 OPTION 2
Excel 4= Web
Template —  Form

\—'—

Submit GSP

5 =Two-way communication Complete Coordination
Agreement Submittal
(if applicable)

Figure 1. GSP Submittal Process

1.2 Roles, Responsibilities, and Permissions

GSAs are responsible for completing the GSP submittal; however, GSA users can assign permission
to other SGMA Portal users to upload information. In basins with multiple GSPs, the Point of Contact
for the basin designated in the coordination agreement must submit the coordination agreement on
behalf of the basin or assign permission to another user. Each GSP must have a single Plan Manager
and each Coordination Agreement must have a single Point of Contact.

1.3 How to Use This Document

This document is organized by the different steps required to submit a GSP in the SGMA Portal GSP
Reporting System. The table of contents can be used to navigate to the desired portion of the
document.

If you have further questions regarding the GSP submittal process that aren’t addressed in this user
manual, please contact the Department’s Sustainable Groundwater Management Office at
GSPSubmittal@water.ca.gov.

Department of Water Resources
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2.0 Create User Account

GSP Initial Notification
o p— Welcome to the SGMA Portal located at
Submittal Using  J —— - user, craate 3 user

: st https://sgma.water.ca.gov/portal/. If you are an existing user,
B s | et click SigninHere. To create a user account, follow the instructions

Information point-of-contact to

submita GSP belOW

E Upload the
Adopted GSP

Department of Water Resources
I I | /GOV SGMA PORTAL

Complete E Provide E i Input =osa SP = Atemaives (2 Adjudicated Areas G Basin Modifcation
Elements T supporting References Monitoring
Guide =/ Information Network Info

arTion ooz
Excel &= Web
Template —*  Form

SUBMIT AND VIEW SGMA INFORMATION AND DATA

[ |

5 =Two

Complete Coordi GSA GsP Alternative Adjudicated Basin
Agreement Submittal Formation Submittal Submittal Areas Madification
(ifapplicable)

Welcome to DWR's SGMA Portal

lows local agencies, grounduiater ty agencies (GSAS). omit, modiy, and required by the.
‘Sustainable Groundwater Management Act (SGMA), and enables the public and interested v
appicable. No login is required for public access,

ang where

 Forlocal agency, GSA, and watermaster access an accourt s required
+ Ifyou have an account, sign in here
 Ifyou do nothave an account, you can eglster here
+ Ifyou forgotyour passiord, you can recover it here B
+ Once an account s created i the SGA Portl a local agency, GSA, o wateimasterwil only have accessto the information that  has uploaded, as wellas
he information avalable on he publc access st

“The SGMA Portal willcoordinate DWR's SGMA responsiiltes related to the folowing topics:

- GSA: L their GSA Formation Notification and e ch that notification in 2 §10723 et 520

Information wil unti revieved Pk ‘Additonal Information '

+ GSP: GSAs can coordinate to develop one or more groundwater sustainabilty pians (GSPs) in a basin and can submit information in accordance with Water
‘Code §10727 et seq. and the GSP Emergency Reguialions. Addtional Information is avaiable on DWR's GSP Websie

+ Alternatives: L GSAS can submit Atemat ibed in Wiater

Figure 2. Screen shot of SGMA Portal Home Page

1. Click Create an Account.

Department of Water Resources
V. SGMA PORTAL 4 signin

= GSA__=GsP = Atemaives @ Adudicated Areas

New Account Registration

* FirstName * Last Name * Emall Address (This wil be your user id)

* Organization

* Address Address 2

“eity

fmnota robot

St e

Figure 3. Screen shot of SGMA New Account Registration showing location of the
Create an Account link

2. Enter information for all fields. Red asterisks (*) denote required
information.

3. Click the box next to I'm not a robot.

4. Click Register. A window opens indicating the account is
registered and instructs user to follow instructions on incoming
email to activate the account.

Department of Water Resources
Sustainable Groundwater Management Office 3
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Success

The account registered successfully and an activation nofice has been sent to the
registered email. Please folow the instructions in the emal to complete the account
activation

5
=

Figure 4. Screen shot of Success dialog box

5. Click OK
6. Go to your email program and open the email and follow the

instructions. A link in the email will open a new window in your

If you don’t see the email in your browser.
inbox, check your spam or junk email
folder.

Home S=GSA =GSP S Atemaives (3 AdudcatedAreas  ( Basin Modification

Account Activation

T please enter anew. d ciick on activate.

“PASSWORD

* CONFIRM PASSWORD.

Security Questions:

“WHATIS YOUR MOTHER'S MAIDEN NAME?

“WHICH HIGH SCHOOL DID YOU FIRST ATTENDED?

“WHO WAS YOUR FAVORITE TEACHER?

I'mnot arobot

Figure 5. Screen shot of Account Activation window.

7. Enter information for all fields.

8. Click the box next to I’'m not a robot

9. Click Activate. A window opens indicating the account has been
activated successfully.

Department of Water Resources

Sustainable Groundwater Management Office 4
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3.0 GSP Dashboard

The GSP Dashboard provides a single location where GSAs can
upload and view the GSP Initial Notification, GSP submittal,
coordination agreement (if applicable), and annual reports associated
with their respective GSA.

From the SGMA Home Page, click GSP in the menu. The Groundwater
Sustainability Plan Dashboard window opens.

Groundwater Sustainability Plan Dashboard

MY INITIAL NOTIFICATIONS MY GSP SUBMITTAL MY ANNUAL REPORTS

Lot v hetonts)
o Coming soon

COORDINATION AGREEMENTS

Figure 6. Screen shot of Groundwater Sustainability Plan Dashboard

The GSP Initial Notification table will be populated with those either
submitted by the GSA or for which the GSA is hamed in as one of the
implementing GSAs of the GSP.

The GSP Submittal table will be populated with GSPs created by the
GSA.

The Coordination Agreement table will be populated with those either
submitted by the GSA or for which the GSA is hamed in as one of the
parties to the coordination agreement.

The Annual Reports table will be populated with annual report
information submitted by the GSA.

The process for submitting the GSP Initial Notification, GSP Submittal,
and Coordination Agreement are described in this user manual. The
process for submitting Annual Reports will be provided in future
updates of this manual.

Department of Water Resources
Sustainable Groundwater Management Office 5
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® 4.0 Create a GSP Initial Notification
Once you are successfully logged in, you can begin the GSP
e R Submission Process. The process begins with creating a GSP Initial
== Notification. A GSP Initial Notification must be created and submitted
e to the Department in advance of developing the GSP. If the GSA has
S already created an Initial Notification, any user associated with that
O ot GSA will see a read-only version of the Initial Notification under MY
INITIAL NOTIFICATIONS. A GSP Initial Notification can only be edited
5T R T by the user who created it. The user who created the GSP Initial
?E‘E”mi?" S o | e Notification has the ability to give permission to other users to edit it.

aFTion cemionz
Excel 4= Web
Template —  Form

‘ The GSP Initial Notification is a living document that may be edited as
changes occur. Directions on how to edit the GSP Initial Notification

| submiecsp are provided below.

Complete Coordination

A el From the SGMA Home Page, click GSP in the menu. The Groundwater
Sustainability Plan Dashboard window opens.

Department of Water Resources
GOV
fome sa [IElCSH e

s @ Adjudcated Arcas @ Basin Modification € Montoring Network

5 =Two-way

Sroundwater Sustainability Plan Dashboard

MY INITIAL NOTIFICATIONS, MY GSP SUBMITTAL MY ANNUAL REPORTS

Status oarh 47 Action(s)
No dta vaiabe i table Coming soon

COORDINATION AGREEMENTS

Figure 7. Screen shot of Groundwater Sustainability Plan Dashboard

1. Click + New next to MY INITIAL NOTIFICATIONS. The GSP Initial
Notification Submittal window opens.

Department of Water Resources
Sustainable Groundwater Management Office 6
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Department of Water Resources
GOV SGMA PORTAL

ome = GsA [W=IGSPM = Atematves (@ AdjudicatedAreas (2 Basin Modification €% Monitoring Network

GSP Initial Notification Submittal

You may only submit a GSP Initial Notification if you are a GSA.

Select the Basin where the GSP(s) wil

2.

Cance!

* Required Field

Figure 8. Screen shot of the GSP Initial Notification Submittal window

2. Begin typing the name of the basin for which you wish to develop
a GSP Initial Notification, then select the correct basin from the
populated list.

Any basin defined in Bulletin 118 will
be available to choose.

If the number of GSPs in the basin
defined in the GSP Initial Notification
is inconsistent with the number of

Click Create GSP Initial Notification. A Confirmation window
appears.

Confirm that you would like to create by clicking the Yes button. The
GSP Initial Notification window opens for the basin selected.

™ GSP Initial Notification

5-022.11 KAWEAH

GSPs when the GSP is submitted, the

user will get an error during GSP

Figure 9. Screen shot of the GSP Initial Notification window

submittal. The number of GSPs in the

Initial Notification will need to be
modified.

3. Question 1: Select either single or multiple GSP(s) in the basin.
This selection will determine the other information required on
the page.

Department of Water Resources
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For multiple GSPs in a basin, a
coordination agreement will be
required, but doesn’t need to be
submitted with the GSP Initial
Notification

Figure 10. Screen shot of the questions for a Single GSP on the GSP Initial
Notification window

4. ForaSingle GSP, answer the remaining questions.

P Initial Notification
3 5 022.11 KAWEAH

nnnnnnnnnn

Figure 11. Screen shot of questions 1-2 for Multiple GSPs on the GSP Initial
Notification window

5. For Multiple GSPs, the user must enter the number of GSPs
planned and the status of a coordination agreement before
continuing with the remaining questions.

Department of Water Resources

Sustainable Groundwater Management Office 8
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If there are multiple GSAs and you

choose to use the GSA boundaries for

the GSP boundary, it will be a

combination of the areas of all the

GSAs that are submitting the GSP. In

other words, the SGMA Portal is

stitching together the multiple GSA

areas into one total area.

® 6. For Multiple GSPs, the user must provide the boundary of the
GSP. The user can either select the GSA boundaries that have
been provided to DWR or provide a shapefile of the boundary.
This is not required for a single GSP because the boundary of the
GSP defaults to the entire basin.

Figure 12. Screen shot of questions 3-5 for Multiple GSPs on the GSP Initial
Notification window

For Questions 3-5, enter the required information, including the
Plan Manager (must be a single person), process for developing
the GSP, and a web link where people can obtain information

Selecting a plan manager is optional
for the GSP Initial Notification. You
can select ‘Not yet determined’ about the GSP.

Click Save to save the information without submitting so you can
come back later to continue. Click Submit to submit the
notification to DWR.

Groundwater Sustainability Plan Dashboard

MY INITIAL NOTIFICATIONS [T MY GSP SUBMITTAL EIX] MY ANNUAL REPORTS

7 . =

Coming soon

Figure 13. Screen shot of other actions available for Initial Notifications on the
Groundwater Sustainability Plan Dashboard

7. Verify the newly created notification is listed under MY INITIAL
NOTIFICATIONS.

8. If edits are necessary, you may do so by clicking on the three
vertical dots in the Action(s) column. There are also options to

Department of Water Resources
Sustainable Groundwater Management Office 9
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Preview or Withdraw. A future update will add an Add Comments
option.

4.1 View Comments to GSP Initial Notification

Department of Water Resources.
GOV SGMA PORTAL

Jstainability Plan Dashboard

JBMITTAL EIX] MY ANNUAL REPORTS

Coming soon

Figure 14. Screen shot drop-down menu for the GSP tab

1. From the Groundwater Sustainability Plan Dashboard, hover over
GSP on the menu bar. A drop-down menu appears. Click All
Submitted GSP Initial Notifications.

Figure 15. Screen shot of the GSP Initial Notifications list

2. The All Submitted GSP Initial Notifications window opens.
Navigate to Comments for your GSP Initial Notification. The GSP
Initial Notification Comments window opens.

Department of Water Resources
Sustainable Groundwater Management Office 10
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GSP Inial

1-002.01 TULEL 1
< Gose

Figure 16. Screen shot of the GSP Initial Notification Comments window
3. Submitted comments are located on this page.

4.2 Add Comments to GSP Initial Notification

1. Onthe comments page for an initial notification, click Add
Comment to bring up the Comment Submission Form.

Fields with a red asterisk (*) are
required.

Your personal information will be Figure 17. Screen shot of the Comment Submission Form window
filled out from your account details.
® 2. Fillin the required fields.
3. Click the box next to I’'m not a robot.
° 4. Click Submit. Once posted the comment cannot be edited and is
Once posted, the comment cannot be visible to the public.

edited and is visible to the public.

Department of Water Resources
Sustainable Groundwater Management Office 11
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5.0 GSP Submittal

GSP Initial Notification
Starta GSP IFyou are a new
submittal Using | — - user, create a user
DWRS SGMA Portal account
i
Request permission
B outsase | fomyour ban
Information point-of-contact to
subita GSP
E Upload the
Adopted GSP
complete | [ provide | @ 4 Input
Elements ' Supporting Monitoring
Guide 53/ Information (HomEs Network Info
oFmion oemonz
Excel &= Web
Template —  Form
Submit GSP
8 =Two ‘Complete C
Agreement Submittal
lifapplicable)

5.1 Start a New GSP Submittal

From the SGMA Home page (navigate here by clicking on the “Home”
button on the taskbar), start a new GSP Submittal by following the
steps outline below.

Groundwater
‘Sustainability
Plans (GSP)

Adjudicated Basin Monitoring
Areas Modification Network
(BBMRS)

Figure 18. Screen shot of the SGMA Portal User Home page

1. Click the Groundwater Sustainability Plans (GSP) button. The
Groundwater Sustainability Plan Dashboard window opens.

Department of Water Resources.
GOV SGMA PORTAL

= o SO = atemaives @ AdudcatedAreas (3 BasinModiicaton @ Mor

Groundwater Sustainabilit 1 Dashboard

MY INITIAL NOTIFICATIONS MY GSP SUBMITTAL EXZ] MY ANNUAL REPORTS

Submit Last Last
Basin o asin Acton(s)

Coming soon

50221 KAWEAH

COORDINATION AGREEMENTS

Figure 19. Screen shot of the GSP Dashboard

2. Click the + New button next to MY GSP SUBMITTAL. The Create
GSP Submittal window opens behind a GSP Submittal
instructions window.

Department of Water Resources

Sustainable Groundwater Management Office 12
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GSP Submittal

GSAS must also provide information regarding the monitoring network and monitoring data
that supports the GSP in the Montoring Network module, which is accessible n the top
toolbar

GSAS are able o 5ave progress during the SubMItal process, but once the GSP Is
submitied 1o DWR, editing capabl longer be avaiiabie.

* Required flelds @ Hover (o view adgitonal inormation

Figure 20. Screen shot of the GSP Submittal Instructions page; Click Close to
continue

3. A GSP Submittal instructions window will open. Read the
instructions and then click the Close button. The GSP Submittal
instructions window closes giving you access to the Create GSP
Submittal window.

Department of Water Resources
GOV SGMA PORTAL

s @ AdudcatedAreas @ Basin Modicaton
Home

Create GSP Submittal

Create your GSP submittal by providing all the information requested below.

» 1. Select he Basinfor te GSP submital.If you do not see your basin,click here to request access o the basin

Star typing o see basins.

2. Select GSP Initial Notfication(s) below.

# 3. How many GSPs are planned for the basin?

Single GSP for the entire basin
Multiple GSPs that cover the entire basin

* Required Fields

If the number of GSPs is inconsistent
with the number of GSPs in the Initial
Notification, the user will get an error. Figure 21. Screen shot of the Create GSP Submittal page

The number of GSPs in the Initial

Notification will need to be modified. 4. Fillin all fields, including the basin, the GSP Initial Notification,

O and the number of GSPs for the basin.

5. Click Create GSP.

Department of Water Resources
Sustainable Groundwater Management Office 13
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GSP Initial Notification

Start a GSP Ifyouare a nevr

SubmittalUsing - —— - user, create a user
DWR's SGMA Portal account
Recuest permission
@ inputese | __ fromyour basin
Information point-of-contact to
submita GSP
E Upload the
Adopted GSP
Complete | [ provide | @ 4 Input
Elements T Supparting Monitoring
Guide =3 Information enees Network Info

aFTion cemionz
Excel 4= Web
Template —  Form

Submit GSP

Complete C
Agreement Submitial
applicabler

5 =Two-way

ife

The local identifier is a unique name
for the user to identify his/her GSP
Plan from others in the basin.

Any user that has an account in the
SGMA Portal can be selected as the
Plan Manager (23 CCR § 351(2)). If
the Plan Manager doesn’t have an
account, he/she will need to create
one.

Guidance on shapefile upload can be
found at the SGMA portal resources
page found at the following web
address:

https:

sgma.water.ca.gov/portal/res

ources/data/Guidance_GIS_Files.pdf

5.2 Input Base Information (A)

After creating a new GSP submittal, the user will enter information for
Step A - Base Information. Questions 1-3 will have been filled in from
the information entered in the previous steps.

Figure 22. Screen shot of the A: Base Info page questions 1 to 5

1. Question 3.1: For basins with multiple GSPs, you will need to
provide the local identifier you have chosen for this GSP.

2. Question 4: Choose a plan manager. The user can begin typing in
the name of the Plan Manager and then select the correct name
from the populated list of names in the system.

3. Question 5: Select the GSAs that developed the GSP.

C @ sgmatestwatercagov/

5-022.11 - KAWEAH o [ [=]

Figure 23. Screen shot of the A: Base Info page questions 6 to 8

4. Question 6: You can upload a shapefile of your plan area here.
Click “Upload” inside the box or drag and drop the file.

5. Question 7: Provide a copy of the notice that announces the
planned adoption of the GSP and enter the date that the notice
was provided to each city and county within the GSP plan area.

Department of Water Resources

Sustainable Groundwater Management Office 14
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6. Question 8: Provide the date and a copy of the notice of the
public hearing that was held when the GSP was adopted.

7. Click Save & Continue.

° 5.3 Upload the Adopted GSP (B)
SEFintainainaten User will now upload the adopted GSP in a single PDF file.
Start a GSP Ifyou are a new
ot | et pemicon
Information point-of-contact to
submit a GSP
B e 5-022.11 - 1 ‘AH (10-2019 ) c=

Adopted GSP

[mp— Bl#copeasse

Complete Provide
Elements P Supporting B il
Guide 55/ Informatian (HEEED

Input
Monitoring
Network Info

aFTion cemonz
Excel 4= Web
Template —  Form

—

Submit GSP

Complete C
‘Agreement Submittal
tfapplicable)

5 =Two

Figure 24. Screen shot of the B: Adopted GSP page for uploading the adopted GSP

If your GSP needs to be provided in multiple files, contact DWR at
GSPSubmittal@water.ca.gov for further instructions on how to submit
multiple files.

1. Click in the box to browse to the GSP file or drag and drop the file
into the designated space. The file size limit is 10 Gigabytes.

2. Click Save & Continue.

Department of Water Resources
Sustainable Groundwater Management Office 15
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[ 5.4 Elements of the Plan (C)

GSP Initial Notification

Step C obtains information from the user indicating where Elements
o of the Plan are located which meet the GSP Regulations.

DWR's SGMA Portal account
!

n Recjuest permission
B pubase o yourbasin ]

Information point-of-contact to Department of Water Resources e :“1:‘; :"":;“;""‘"i P

submita GSP GOV SGMA PORTAL - e
H SBl = Attematives @ Adjudicated Areas (@ Basin Modification (& Monitoring Network

E Upload the - , Home / GSP Dashboard/ E0t GSP Submital

Adopted GSP

5-022.11 - KAWEAH (10-2019 ) ez (o =]

1 I | e Elements of the Plan
E s;““ d(;g Add Mul:mng Rsescio To submit a GSP, the GSAs required to enter the pagel(s) in the adopied G the element(s)of the GSP Regulations (23 CCR §350
por Refer etse
- i ences q
P Information Network Info B rcopteacse
(G4 have two optons for addressing s requirement
o I b Pl (1) populating the Elements Guide Excel template (provided)
oFmion 1 oeTion:

Excel = Web Elements Guide or

=
Template Form P (2) populatingthe Wieb Form (saring with Subarice 1 in the navigtion column {0 the fef)

NOTE:

‘Subaricle 2
+ Utizing the Elements m once the Excel fle is uploaded 10 the reporting.system

+ Uploading he Excel spreadsheet will overide all s 0 the Web Form
e Uploading th 1o the Web
Submit GSP
Subarice 4 For efrer options, i applicable. the GS/A may also provide corresponding secton numbers, table numbers, andlorfigure numbers to further clay

where the GSP addresses the elements of the GSP Reguialions.

5 =Two Complete Coordi " Directons for located on the Elements G 1t
el Bswvornaine

3 reernces

3 5P s

Cantinue to Elements Guide >
‘Continue fo Web Form (Subarticke 1) >

< Back

Figure 25. Screen shot of the C: Elements of the Plan page where user decides
whether to use the Elements Guide or Web Form

1. User will select a method to document where each regulation
element is addressed in the adopted GSP, either using the
Elements Guide, which is an Excel template or by using the online
Web Form.

If the user chooses to use the Excel Elements Guide, the user will
then click Continue to Elements Guide.

° 5.4.1 Using the Elements Guide Excel Template

GSP Initial Notification

Department of Water Resources
GOV SGMA PORTAL
Starta GSP Ifyou are a new

Submittal Using -~ —— - user, create auser io SBll = Atematves (2 Adjudicated Areas (3 Basin Modification

DWR's SGMA Portal account
ey 7057 st it 05 St

Request permission 5-022.11 - KAWEAH (10-2019 ) czz=zn

InputBase | from your basin

Information point-of-contact to {

submita GSP Pian Contents cments Guide
Dewernc 1
h003000 SOl s 35500 the Elements Guide Excel tempat,follo he steps beow
E Upload the  adopt
pled GSP Y
P Lo B step 1: Downoaa e Excel eniate

Beerenscivern | STERECREECY ; s nth adoied G5 1o
s o G Reqtions Nonatatecols o e oot

G
Elements Guide .+ page number pag ffom the PDF of the adoptes '8, Adogted GSP

. ‘Subarticle 1 + Page number entries are to be formatted as follows:
Complete | [} provice | @ Input o Pages1.3.5
Elements Supporting ad Monitoring Subarie2 o Pagerange 12
it L References Nt in « Multle pages andor page ranges: 12, 350R 1, 35
Guide — Infarmation o "P:
e - Falid s ot aplcale,eer "N h “Page Number of P e AN icuce 3 e Gesering why s 1t applcabe i e “Noes
s
 Wadopie GSP i bioken o ullple PDFs, provide ormatn e Noles* e o ssolate page o page ranges i h associed
comont oemons Subarice & Por i
Excel f—  Web R .
Template [ Form Subatticle 5 If applicable, the GSA may able numbers, and/or further clarify where the GS¥
P sddesses eimnts of e G Requiions
[ B supvoring o Stap 3: Upload the tempae below. This vl populate the Web Form
References
Submit GSP GSP Submital Upload or o fies.

5 =Two Complete C
Agreement Submittal
ifapplicable)

< sack | [ESIUTRR

Figure 26. Screen shot of the Elements Guide window.

1. Click the Download the Excel template link.
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The cells that are shaded grey do not
require information and are not
editable.

Page numbers must be entered as:
single pages (19), ranges separated
by colons (19:28), or a mixture of
pages and ranges separated by
commas (19:28,33,56:68)

“N/A” is an acceptable entry for page
number, but if that is entered, a
comment must be provided in the
notes to explain why the element is
not applicable.

PLEASE NOTE: uploading the edited
template WILL overwrite any previous
values that were entered in the Web
Form under Elements Subarticle 1-5.

Plan Contents for Sample Basin

4 Section 10733.2, Water Code.
ion 10733.2, Water Code.

Figure 27. Screen shot of the Excel Template

2. Insert pertinent information into the template. The Page Numbers
of Plan column is the only required field. If applicable, the GSA
may also provide corresponding section numbers, table numbers,
and/or figure numbers to further clarify where the GSP addresses
elements of the GSP Regulations.

B 5.022.11 - KAWEAH (10-2019 ) cxzzed o =

Plan Contents Elements Guide
[
Qrcoveccse

ey
Etemens e . oo o aser

Subarticle 1

of the Plan resented in the adopied GSP to

‘Subarticle 2
Subarticle 3 ing why It i not applicable n the "Notes"

ge ranges with the associated

Subaticle 4 ooy

able numbers, andlor further clary where the GSP.

Subaricle 5

[Fosp sworia F——

Figure 28. Screen shot of the Elements Guide window highlighting the dotted box to
which the user will drag and drop the edited Excel Template

3. Upload the edited template by dropping it in the dotted box on the
Elements Guide window.
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GSP Upload Preview

Disclaimer: Uploading this record willreplace any existing data you might have

Figure 29. Screen shot of the GSP Upload Preview with the Error(s) window in front

4. After uploading the edited template, a preview of the template will
appear. Any errors will be marked with red text and an error
message will appear stating in which Excel row the error(s) exist.

5. Make appropriate changes and re-upload the edited file. The user

can not advance to the next step until the errors are fixed in the
Excel template.

GSP Upload Preview

record will replace any existing data you might have

Figure 30. Screen shot of the GSP Upload Preview with the Error(s) window in front 7

6. Click the Upload button.

Department of Water Resources
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GSP Initial Notification

Starta GSP Ifyou are anew
Submittal Using - —— - user, create a user
DWR's SGMA Portal account

i
Reguest permission
Input Base from your basin
Information paint-of-contact ta
submit a GSP

B unoadthe
Adopted GSP

[ [ \ |
ﬁ\é«gﬂe«e E Frovide Input

Add
nts Supporting Monitoring
Guide 55| information | PefEreNces || neryorkinfo

[
oPtion cemiona
Excel +f Web
Template —| Form

Submit GSP

Complete Coordination
Agreement Submittal
{fapplicabie)

5 =Two-way communication

If you uploaded an Elements Guide
Excel file, this information will already
be populated.

Page numbers must be entered as:
single pages (19), ranges separated
by colons (19:28), or a mixture of
pages and ranges separated by
commas (19:28,33,56:68)

“N/A” is an acceptable entry for page
number, but if that is entered, a
comment must be provided in the
notes to explain why it’s not
applicable.

Users may also upload or view
supporting information for their plan
in Step D Supporting Info (see
instructions in Section 8.0).

5.4.2 Using the Web Form

1. Click on the Continue to Web Form (Subarticle 1) button. The
SUBARTICLE 1. Administrative Information window opens.

5-022.11 - KAWEAH (10-2019 ) ez

‘‘‘‘‘‘‘‘‘‘‘‘‘‘

B svssenc

§3542 Inroduct

§3544 G

§3546. Agency Information ./

§354.8 Doscripton of Plan Area ./

§35410.Notice and Communicain 7

Figure 31. Screen shot of SUBARTICLE 1. Administrative Information window

2. Fillin every Page No. field where each regulation element can be
found within your GSP document. If applicable, the GSA may also
provide corresponding section numbers, table numbers, and/or
figure numbers to further clarify where the GSP addresses
elements of the GSP Regulations.

5-022.11 - KAWEAH azzzd [a =]

Nt o

Bsussroie  aom

Figure 32. Screen shot of SUBARTICLE 1. Administrative Information window
showing where supporting information may be provided

3. Some elements give the option to upload supporting information
(e.g. shapefiles). Files uploaded here will also show up in D
Supporting Information Tab.

Department of Water Resources
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§3542 Inroduction o

§354.4, Gens

§3545. Agen

§3548 Des:

35410, Notce and Communication ’

Figure 33. Screen shot of SUBARTICLE 1. Administration Information window with -
the Save & Continue button

4. Once you have completed all required fields, click Save &
Continue to proceed to the next Subarticle.

° 5.5 Provide Supporting Information (D)

GSP Initial Notification

Users may upload or view supporting documents for their plan within

- . . . -
Nl fyeuananer this window or in D Supporting Info.
DWR's SGMA Portal account
| i
Reguest permission
H Input Base ____ fromyour basin
Information point-of-contact to

submita GSP

E Upload the S ————
Adopted GSP _ =z 5-022.11 - KAWEAH az=mn

_ Bl sueooring nomaion
Complete Pravide add Input
Elements Supparting Ree Manttoring
Guide Information Network Info

oo cemonz
Excel  ¢= Web
Template —*  Form

Submit GSP

Complete
Agreement Submittal
ifapplicable)

= =Two

Figure 34. Screen shot of the Supporting Information Window

To upload a new document to D Supporting Information, complete
the following steps:

Department of Water Resources
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5-022.11 - KAWEAH ez

B speringnermaton

Figure 35. Screen shot of D: Supporting Information window
1. Drag & Drop the file into the dotted lined box on the window.

2. Click the Save & Continue button. The Associated GSP
Regulation Elements window opens.

Figure 36. Screen shot of popup window to indicate what GSP Regulation element
the uploaded information supports

3. Select the GSP Regulation element(s) that the documents are
supporting from the drop-down list.

4. Click Save & Continue. The Associated GSP Regulation Elements
window closes allowing the user to upload another document or
click Save & Continue to exit the D Supporting Info window.

Department of Water Resources
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To modify an existing document:

( .GOV SGMA PORTAL

Figure 37. Screen shot of D: Supporting Information window to show how to modify
an existing supporting document

1. Click the ¢ ¢ ¢ in the row for the desired document. Select
Associated GSP Reg. Elements, Download, Create Reference,
or Remove Document.

® 5.6 References (E)
GSP Initial Notification . .
— References are entered under the E References tab in the Edit GSP
s N Submittal window.
DWR's SGMA Portal account
Request plermlss\cn

E Upload the
Adopted GSP

G Brome B s | o
i upparting nitoring
Guide 5 information ||  References ¥ | notworkinfo

omion s cemon ‘

Excel Web
el e

Template Form

Submit GSP

Complete C
Agreement Submittal
tfapplicable)

5 =Two.

Figure 38. Screen shot of E: References window

A list of references and technical studies relied upon in developing
the GSP is a requirement for uploading a GSP. Users may add
references individually by clicking the Add Reference button or may
import multiple references by clicking the Import References button.

Department of Water Resources
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5.6.1 Adding a New Reference

5-022.11 - KAWEAH (10-2019 ) exreen.

Rerences

Figure 39. Screen shot of E: References window showing where to click to add a
reference

1. Click the Add Reference button. The New Reference window
opens.

Figure 40. Screen shot of New Reference data entry window

2. Complete fields. Required fields are marked with a red asterisk
(*)-

3. Select Option 1 to provide a web link to the file or Option 2 for
uploading a copy of the file.

4. Click the Save button to exit.

Department of Water Resources
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5.6.2 Importing New References

Figure 41. Screen shot of E: References window showing where to click to import
references

1. Click the Import References button. The References Import Tool
opens.

Figure 42. Screen shot of References Import Tool window

2. Download the reference template by clicking reference template,
complete the references information, and save. For each
reference in the Excel template you should include a file name or

P a URL where the reference can be downloaded

The file name that you provide in the | h mol Excel templ licking the Ch Fil
Excel template should be the same as 3 gstft)::t e completed Excel template by clicking the Choose File

the file that you upload in Step 4.
4. Drag & Drop reference document files into the box.

5. Click the Import References button.

Department of Water Resources
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5.6.3 Exporting References

_ | 5-022.11 - KAWEAH (10-2019 ) caren
[ retrences

Figure 43. Screen shot of E: References window showing where to click to export the
references

1. Click Export References. This will generate an Excel file with your
reference information for your use.

¢ 6.0 Submit GSP (F)

GSP Initial Notification

To submit your adopted GSP and completed submittal, go to the F

Start a GSP If
el -t s GSP Submittal tab.

Recjuest permission
Input Base. | ___ F?gm ,.:,):r basin Department of Water Resources
Information point-of-contact to GOV SGMA PORTAL

submit a GSP

E Upload the =
Adopted Gs?
" 5-021.64 - 5-021.64 NORTH AMERICAN
| I ] @ 5P suomital
Complete E Provide E Add Input
? o o oot | s |t

aFTion cemionz
Excel &= Web
Template —  Form

Submit GSP

5 =Two Complete C
Agreement Submittal
ifapplicable)

Figure 44. Screen shot of GSP Submittal page

1. Read the message and ensure you have completed all the
requirements for GSP submittal. Check the box, “I have reviewed
the information entered and I’'m ready to submit. | understand
that once | hit submit, | can no longer make changes.”

2. Click Submit to DWR.

Department of Water Resources
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If there are required parts of your submittal that the system detects
haven’t been completed or are erroneous, an error message will
® appear and return you to the submittal.
If the system does not find any
validation errors, that does not
necessarily mean the information in
your submittal is complete and
adequate. That determination will be
made by DWR during the evaluation
of the GSP.

Figure 45. Screen shot of Error(s) popup telling the user there is missing or
erroneous information

3. Complete the identified items and re-submit.

If the submittal is complete, a window will appear to confirm your

submittal.
o 7.0 Coordination Agreements
GSP Initial Notification
, To complete a Coordination Agreement, navigate to the Groundwater
smiGlng -~ gm0 s Sustainability Plan Dashboard.
T submita 65 %ov SGMA PORTAL e

Ahome  Sosa matives @ Adudeatod Areas (& Basin Modfcation & Meritor

H lenaetéﬂ\e
Ad GSP
o Groundwater Sustainability Plan Dashboard

I T | MY INITIAL NOTIFICATIONS [I MY GSP SUBMITTAL EIZ] MY ANNUAL REPORTS

compiete | [ provide » Input . L actons) | maon o ¢ 2 -
Monitoring 1 - Eoni
N ok = O & 0ming soon
A

Elements | Supparting Reioances
‘ COORDINATION AGREEMENTS

Guide =/ Information

ormon s oemon:
Excel 4+ Web
Template = Form

—

ssss st v Actonls)

Submit GSP

5 =Two i Complete
Agreement Submittal
tifapplicable)

Figure 46. Screen shot of GSP Dashboard showing where to start a new Coordination
Agreement.

1. Locate the Coordination Agreements table on your GSP
Dashboard and Click the +New button.
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Department of Water
V. SGMA PORTAL

Adjudicated Areas @ Basin Modifcation €2 Mo

New Coordination Agreement

another Pan Manager, you ill ave access o view ths coordinaton agreement as you g0 thiough the

GSP(s)wil b doveloped

Drop fles hre to upload

Figure 47. Screen shot of Import New Coordination Agreement page

The Point of Contact (POC) is the
single POC for the entire basin who is
responsible for the coordination of
the multiple GSPs.

2. Fillin required information.
3. Click Submit.

Figure 48. Screen shot of Confirmation message for submitting a new coordination
agreement submittal

4. A Confirmation window will pop up. Click Yes, Submit to confirm
the upload for the correct basin.

5. You will be directed to the Base Info page. From there, select the
B Elements Guide Web Form tab. This directs you to the
Interagency Agreements page.
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Department of Water Resources. O o
GOV SGMA PORTAL

ives @ AdudcatedAreas @ Basin Modcaion @ Morior

5-022.11 - KAWEAH

sas

Figure 49. Screen shot of B Elements Guide Web Form

6. Select the drop-down arrow next to 8§357.4 Coordination
Agreements.

Page Number is a required field.

7. Fill in the elements guide, similar to the GSP submittal process.

Click the Save & Continue button at the bottom of the page. This
will bring you to the Coordination Agreement Submittal page.

Department of Water sources Weicome, Sonia Klingensmith!
O sign Outl 12 My Profile
GOV SGMA PORTAL

ives @ AdudcatedAreas G Basin Modiication € Monioring Network

5-022.11 - KAWEAH

Coordination Agreement Submittal
[

[ crens G eb Fom

« Verly
€ Coordination Agreement Submittal * Verfy

Onee

§requird flds are populted

..
%

Figure 50. Screen shot of Coordination Agreement Submittal page

9. Once all required fields have been verified, check the box to

Once a Coordination Agreement has
been submitted, it CANNOT be
changed.

acknowledge that you have reviewed all the information.

10. Click Submit to DWR to finalize.

11. You may edit, preview, withdraw, or edit permissions on a
Coordination Agreement. To do so, return to your GSP Dashboard.
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iives @ Adjudcated Aveas €3 Basi Modicaion € Moritor

Groundwater Sustainability Plan Dashboard

MY INITIAL NOTIFICATIONS (I MY GSP SUBMITTAL MY ANNUAL REPORTS

AAAAAA m
: Coming soon

COORDINATION AGREEMENTS

Figure 51. Screen shot of GSP Dashboard showing where to go for other actions on
your coordination agreement.

12. Hover over the dots in the Action(s) column. You will be presented
with a list of options that you may choose from.
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GSP Initial Notification
Starta GSP Ifyou are a new
SubmittalUsing - —— - user, create a user
DWR's SGMA Portal account
i
Al Request permission
B pubase o yourbasin
Information point-of-contact to
submita GSP
E Upload the
Adopted GSP
[ [ | -
Complete | [ provide | @ 4 Input
Elements _~ supporting o Monitoring
Guide =3 Information enees Network Info
aFTion cemionz
Excel &= Web
Template —  Form
Submit GSP
5 =Two Complete C
Agreement Submittal
ifapplicoble)

GSAs may add groundwater wells to
their monitoring network individually
or by importing a spreadsheet to load
multiple wells.

GSAs with groundwater wells in the
GSP monitoring network that are
identified in the CASGEM system
should be migrated to the SGMA
Portal using the “Migrate Wells from
CASGEM” button.

8.0 GSP Monitoring Network

GSAs are required to upload their GSP's monitoring network
information and data into the Monitoring Network module prior to the
submittal of their GSP. GSAs are required to maintain consistency
between their GSP and monitoring network throughout GSP
implementation.

m Monitoring Network Module

Groundwater Wells  General Sites Existing Sites

Monitoring Network Module

352.4,3632, 353 4, and 354,

singie GSP. moniar

moritoing network orthe GSP by other SGVIA Portalappicatons.
General Sites

actons assocated vith sach module

+ General i and viewedit

Notwork (¢ extonsometars, troam gages, coninuous GPS statons, urveying and benchmark stas,famate sensing, and cthes).

(. GAMA, WIS, WQP, and ot

Not

o which
netuork uring pan implementaton

Figure 52. Screen shot of Monitoring Network Module home page showing where to
click for the Groundwater Wells monitoring network

8.1 Groundwater Monitoring Wells

Click the Groundwater Wells icon on the Monitoring Network Module
(MNM) window. The MNM Groundwater Wells window opens.

8.1.1View/Edit My Wells

Department of Water
GOV SGMA PORTAL
Mhome SGSA S G S Atematies [ —

:' 1 m Groundwater Wells

@ @ @

Add a New Well Import New.
Wells

Figure 53. Screen shot of Groundwater Wells page

1. Click the View/Edit My Wells icon. The List of Wells window opens.
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Departm er Resources
GOV SGMA PORTAL

Figure 54. Screen shot of List of Wells page

2. Click the Site Code of the well to view/edit. The Well Information
window opens.

Figure 55. Screen shot of Well Information page for a particular well

3. Add/edit information as necessary.
4. Click Groundwater Elevation dropdown.
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Figure 56. Screen shot of Well Information showing the water level data for the well

5. Click the Add a Groundwater Elevation button to add a new
measurement. The Elevation Form window opens.

Figure 57. Screen shot of Elevation Form showing how to enter a new water level for
a well

6. Fillin all required fields. Required fields are marked by a (*).
7. Click the Save button to add Groundwater Elevation data.
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8.1.2 Add a New Well

Department of Water Resources
GOV SGMA PORTAL

e SGSA TGS SAlemaves @ AdudcatodArcas (2 Basin Modiicalon

m Groundwater Wells

W [ (@

v
ViewEdit My Add a New Well Import New. Migrate Wells import
Wells
fevations

Wells fromCASGEM  Groundwater

S

Figure 58. Screen shot of Groundwater Wells page showing where to click to enter a
new well

1. Click the Add a New Well icon. The Add a New Well window opens.

|

Figure 59. Screen shot of Add a New Well form for entering information of a new well

° 2. Fillin all required fields; required fields are marked by a (*).

-» Data standards for Reference
Point and Ground Surface elevations
are two decimal places

3. Click the Add Well button.

-» Data standards for Latitude and
Longitude are five decimal places

*** May require updating migrated
CASGEM well information
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8.1.3 Import New Wells

Figure 60. Screen shot of Groundwater Wells page showing where to click to import
new wells

1. Click the Import New Wells icon. The Import New Wells window
opens.

Figure 61. Screen shot of Import New Wells page

2. Click the Download Excel Template button. The Excel Template
opens.

Department of Water Resources
Sustainable Groundwater Management Office 34




SGMA Portal GSP Reporting System User Manual

Local Well Name | State Well Number

Figure 62. Screen shot of new well Excel template

3. Fillin all required fields and save.

C' @ sgmatestwater.cagov, aWell/well

Department of Water Resources.
GOV SGMA MONITORING MODULE

# riome

Figure 63. Screen shot of Import New Wells page showing where to upload Excel
template

4. Upload the file to the dotted box in the window.
5. Click the Import New Wells button. The Destination of Wells
Import window opens.
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= C @ sgmatestwater.cagov,

Figure 64. Screen shot of popup page for selecting the GSA to receive the imported
wells

6. Select a GSA from the drop-down list. The wells selected can only
be assigned to one GSA. If you want to upload wells to multiple
GSAs, you will need to upload multiple Excel files.

7. Click the Upload button.

If successful, a Success window opens. Click the OK button.
If not, an Error(s) window opens. Click the Close button. Make
corrections to the file and restart at step 4.

8.1.4 Migrate Wells from CASGEM

Groundwater wells currently monitored in the California Statewide
Groundwater Elevation Monitoring Program (CASGEM) system may be
migrated to the SGMA portal and added to a GSA’s monitoring
network.

The three methods of migration are 1. CASGEM Login, 2. Search
Wells, or 3. Geographic Search.

o
&Gﬂo SGMA PORTAL
= = At

Ariome

m Groundwater Wells

Figure 65. Screen shot of Groundwater Wells page showing where to click to migrate
wells from CASGEM
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It is recommended that the GSA
contact the CASGEM Monitoring
Entity (ME) to coordinate on the
migration of CASGEM wells into the
GSP monitoring network. Contact
information, as provided by the
CASGEM MEs are available on the
map interface available through the
Department’s website at the following
address:

https://dwr.maps.arcgis.com/apps/S
tyler/index.html?appid=c35c5efb723
84065ad29635690b77329

1. Select the Migrate Wells from CASGEM icon. The Migrate wells
window opens.

Figure 66. Screen shot of Migrate Wells page showing the different methods for
migrating wells

2. Choose a method to migrate CASGEM wells from the drop-down
list.

8.1.4.1 CASGEM Login Method

Figure 67. Screen shot of Migrate Wells page showing where to enter your CASGEM
login credentials

1. Enter CASGEM credentials.
2. Click the Login CASGEM button.
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GSAs should verify that the wells
identified in the system are correct
and ensure that they have
coordinated with the CASGEM ME
before migrating wells to the SGMA
Portal. Contact information, as
provided by the CASGEM MEs are
available on the map interface
available through the Department’s
website at the following address:

https://dwr.maps.arcgis.com/apps/S
tyler/index.html?appid=c35c5efb723
84065ad29635690b77329

Note that once these wells are
migrated out of CASGEM, they cannot
be migrated back

Figure 68. Screen shot of Migrate Wells page showing a list of wells available for
migration

3. Select which wells to migrate from the list of wells.

4. Click the Continue button. The Destination of Wells Migration
window opens.

Figure 69. Screen shot of popup page for selecting the GSA to receive the migrated )
wells

5. Select a GSA from the drop-down list. You can only migrate the
wells to one GSA. If you wish to migrate wells to different GSAs,
you will have to perform the procedure multiple times.

6. Click the Migrate Wells button. A Migrate Confirmation window
opens.
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Figure 70. Screen shot of well migration confirmation
7. Click the Yes button to continue.

8.1.4.2 Search Wells Method

Migrate wells

Stop 1: Choose a method to migrate CASGEM wells:

for avalable CASGEM wells fo migrato

Figure 71. Screen shot of Migrate Wells page showing the search wells method

1. Select Search Wells from the drop down.
2. Enter any known value from the criteria listed.

3. Click the Search button. A list of wells matching the criteria you
entered opens.
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Figure 72. Screen shot of Migrate Wells page showing the results of the well search

4. Select the well(s) you wish to migrate by clicking the check box
along the left side of the window.

5. Click the Continue button. The Destination of Wells Migration
window opens.

Figure 73. Screen shot of popup page for selecting the GSA to receive the migrated
wells

6. Select the GSA to which to migrate the wells. You can only migrate
the wells to one GSA. If you wish to migrate wells to different
GSAs, you will have to perform the procedure multiple times.

7. Click the Migrate Wells button. A Migrate Confirmation window
opens.
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Figure 74. Screen shot of well migration confirmation

8. Click the Yes button. Note that once these wells are migrated out
of CASGEM, they cannot be migrated back.

8.1.4.3 Geographic Search Method

AAAAAAAAAAAA

rate CASGEM wells:

Figure 75. Screen shot of Migrate Wells page showing the geographic search method
1. Select Geographic Search from the drop-down list.

2. Enter Attributes to search for CASGEM Wells on the map.

Primary search methods using
geographic search is to search for all
wells using a GSA or Basin/Subbasin
spatial filter.

3. Click the Search button. The wells that match the criteria you
entered populate the map, and a list of wells matching the criteria

you entered opens.
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Figure 76. Screen shot of Migrate Wells page showing the results of the geographic
well search

4. The screenshot shows wells that were identified in the search
using the freehand tool.

5. Select the well(s) you wish to migrate by clicking the check box
along the left side of the window.

6. Click the Continue button. The Destination of Wells Migration
window opens.

Figure 77. Screen shot of popup page for selecting the GSA to receive the migrated
wells

7. Select the GSA to which to migrate the wells. You can only migrate
the wells to one GSA. If you wish to migrate wells to different
GSAs, you will have to perform the procedure multiple times.

8. Click the Migrate Wells button. The Migrate Confirmation
window opens.
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e C' @ sgmatestwater.ca.gov/SgmaWell/well/transfe

Figure 78. Screen shot of Migrate Confirmation popup window

9. Click the Yes button. Note that once these wells are migrated out
of CASGEM, they cannot be migrated back.

8.1.5 Import Groundwater Elevations

Figure 79. Screen shot of groundwater wells page showing where to click to import
groundwater elevations

1. Click the Import Groundwater Elevations icon. The Import
Groundwater Level Data window opens.
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Depart -
GOV SGMA PORTAL

' ~ort Groundwater Level Data

2=

Figure 80. Screen shot of Import Groundwater Levels page

2. Click the Download Excel Template button. The Excel Template
opens.

[z t

e e Collecting/Co-0p Agency.

Batch Import Spreadsheet [IEETSE

Figure 81. Screen shot of Import Groundwater Level Data Excel template

3. Fill'in all required fields and save.
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Figure 82. Screen shot of Import Groundwater Level Data page showing where to
upload Excel template

4. Upload the populated Excel file to the dotted box in the window.
5. Click the Import Groundwater Level Data button.

If successful, a Success window opens. Click the OK button.
If not, an Error(s) window opens. Click the Close button, make
the corrections, and restart at step 3.

8.2 General Monitoring Sites

General sites are meant to include any monitoring sites that are
managed by the agency and are not groundwater wells or associated
with another monitoring program.

These include, among others, extensometers, stream gages, and
continuous GPS stations.

To view General Sites, click the General Sites icon on the Monitoring
Network Module window. The MNM General Sites window opens.
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8.2.1View/Edit My General Sites

Figure 83. Screen shot of General Sites page showing where to click to View/Edit My
General Sites

1. Click the View/Edit My General Sites icon. The List of General
Sites window opens showing a list of General Sites.

Above the list of General Sites, there
are two buttons, Add New Site and
Import New General Sites allowing
the user to add a new site from this
window then following the steps in
8.2.2 or import new general sites
from this window and following the
steps in 8.2.3.

Figure 84. Screen shot of my List of General Sites

2. Select the site you would like to view or update by selecting the
general site’s General Site ID. The General Site Information
window opens populated with the information of the well the user
selected.
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— —— General Site Information
= R e
BSNES Sa it 5

| Mio-Kaueah Groundwater Subbasin Joint Powers Authorty GSAS

Figure 85. General Site Information

® 3. View and/or edit the general site information, as needed.
-+ Data standards for Reference
Point and Ground Surface elevations
are two decimal places

-» Data standards for Latitude and
Longitude are five decimal places

Figure 86. Screen shot of General Site Information page showing where to view
General Site Data

4. Click on the General Site Data tab and a list of all the site data
appears.

5. To add additional data, click Add data. The Elevation Form
window opens.
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Figure 87. Screen shot of popup for entering Elevation Data
6. Enter the new data.

7. Click the Save button.

8. Click the Update General Site button.

8.2.2 Add a New General Site

Figure 88. Screen shot of General Sites page showing where to click to add a new
General Site

1. Click the Add a New General Site icon. The Add a General Site
window opens.
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Figure 89. Screen shot of Add a General Site page

® 2. Fillin all required fields; required fields are marked by a (*).

-+ Data standards for Reference . )
Point and Ground Surface elevations 3. Click the Add General Site button.

are two decimal places 8.2.3 Import New General Sites

-+ Data standards for Latitude and
Longitude are five decimal places

Veweathy

2l l2l]elle

Figure 90. Screen shot of General Sites page showing where to click Import New
General Sites

1. Click the Import New General Sites icon. The Import New General
Sites window opens.
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=t New General Sites

e s el gl

Figure 91. Screen shot of Import New General Sites page showing where to click to
download the Excel template

2. Click the Download Excel Template button. The Excel Template
opens.

Figure 92. Screen shot of import General Sites Excel template

3. Fillin all required fields and save.
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Figure 93. Screen shot of the Import New General Sites page showing where to
upload the Excel template

4. Upload the populated Excel file to the dotted box in the window.
5. Click the Import General Sites button.

If successful, a Success window opens. Click the OK button.
If not, an Error(s) window opens. Click the Close button, make
the corrections, and restart at step 4.

8.2.4 Import General Site Data

Figure 94. Screen shot of General Sites page showing where to click to Import
General Site Data

1. Click the Import General Site Data icon. The Import General Site
Data window opens.
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Figure 95. Screen shot of Import New General Sites page showing where to click to
download the Excel template

2. Click the Download Excel Template button. The Excel Template
opens.

g © m ® T w1 P - © @ x
Figure 96. Screen shot of import General Site Data Excel template

3. Fillin all required fields and save.
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Figure 97. Screen shot of Import General Sites Data page showing where to upload
the Excel Template.

4. Upload the file to the dotted box in the window.

5. Click the Import General Site Data button. The Success window
opens.

If successful, a Success window opens. Click the OK button.
If not, an Error(s) window opens. Click the Close button, make
the corrections, and restart at step 4.

8.3 Existing Monitoring Sites

Existing sites are meant to include any monitoring sites that are
currently measured and reported under an existing monitoring
program and will be included in the GSP monitoring network. These
include, among others, groundwater wells, extensometers, stream
gages, and continuous GPS stations.
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4,3532,353.4,and 354.40 ‘Sustainabilly

single GSP.

moritoing netvork forthe GSP by ot SGMAPortal appcatons

General Sios.
actons assocated vith each module:

+ Goneral

Netork (& axtansometers, st

Noto:
netuork duing plan implementation

Figure 98. Screen shot of Monitoring Network Module page showing where to click
for Existing Sites

1. Click the Existing Sites icon on the Monitoring Network Module
window. The MNM Existing Sites window opens.

8.3.1View/Edit My Existing Sites

Department of Water Resources.
GOV SGMA PORTAL

Mbomo SGSA S GSP S Aomanes @ AdudcatodAroas G BasinModifcaton

== 1 WExisting Sites

ViewEdit My Add aNew
Existing Sitos Existing Site

Figure 99. Screen shot of Existing Sites page showing where to click to View/Edit
My Existing Sites

1. Click the View/Edit My Existing Sites icon. The List of Existing
Sites window opens.
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Department of Water Resources
GOV SGMA PORTAL

frome SGSA I GSP  SAlemawes (2 AdudicaledAreas 2 Basin Modifcation

Above the list of General Sites, there
are two buttons, Add New Site and
Import New General Sites allowing
the user to add a new site from this
window then following the steps in
12.3.2 or import new general sites
from this window and following the
steps in 12.3.3.

Showing 110 1.0f 1 entries

Figure 100. Screen shot of List of Existing Sites page

2. The user may select the site they would like to view or update by
selecting the existing site’s Existing Site ID. The Existing Site
Information window opens and is populated with the information
of the well the user selected.

Existing Site Information
+Kaweah Groundwater Subbasin Joint Powers Authoriy GSAS

Figure 101. Screen shot of Existing Site Information page

® 3. Edit Existing Site Information.

-+ Data standards for Latitude and . o .
Longitude are five decimal places 4. Click the Update Existing Site button. The Groundwater

Sustainability Plan Dashboard opens.
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8.3.2 Add a New EXxisting Site

Figure 102. Screen shot of Existing Sites page showing where to click to add a new
Existing Site

1. Click the Add a New Existing Site icon. The Add an Existing Site
window opens.

= Atematives @ Adjudicated Areas 3 Basin Modiicaion

4 Add an Existing Site
Identification Geography
 Program Site 1D & * Lattude ©
 Existing Program Name © | o Longitude ©
| p—

Existing SitelD © Basin/Subbasin Number and Name © @ View on map

o SiteURL ©

Additional Information
Exsting Site Location Description ©

Additonal Comments ©

Figure 103. Screen shot of Add an Existing Site page
2. Fill in all required fields; required fields are marked by a (*).

3. Click the Add Existing Site button.
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8.3.3 Import New Existing Sites

Department of Wats
GOV SGMA PORTAL

Abome SGSA =GP =Atmahes (@ Adudcated/roas

m Existing § 1

% [#]|12]

ViewEdit My AddaNew iy
Existing Sites Existing Site Existing Sites

Figure 104. Screen shot of Existing Sites page showing where to click to Import New
Existing Sites

1. Click the Import New Existing Sites icon. The Import New
Existing Sites window opens.

Department of Wate! sources
GOV SGMA PORTAL

ives @ Adudcated Areas.

: Import New Existing Sites

2

ploded.
Download the batch import existing ses Excal template.

Dovnload ExcolTomplto}

Figure 105. Screen shot of Import New Existing Sites page showing where to click to
download the Excel template

2. Click the Download Excel Template button. The Excel Template
opens.
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Figure 106. Screen shot of import new existing sites Excel template

3. Fill'in all required fields and save.

Validation Error Noto

Bor e S

Figure 107. Screen shot of Import New Existing Sites page showing where to upload
the Excel template.

4. Upload the populated Excel file to the dotted box in the window.
5. Click the Import Existing Sites button.

If successful, a Success window opens. Click the OK button.
If not, an Error(s) window opens. Click the Close button, make
the corrections, and restart at step 4.

8.3.4 Monitoring Network GSA Permissions

1. To edit GSA Permissions for sites, go to the Monitoring Network
Module page.
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Department of Water Resources.
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Note: The Monioring > monitoring
network during pian mplementation

Figure 108. Screen shot of Monitoring Network Module main page showing where to
click to view and edit GSA Permissions for the monitoring network

2. Click on the GSA Permissions icon. This will bring up the GSA
Permissions for the monitoring network.

Department of Water Re
\GOV SGMA MONITORI

GSA Permissions

Step 1: Selecta GSA

Step 2 Grant permission to Well or General Ste Data
Vel Elevaion | GeneralSte Data

sapemissin |Show[10_ ] entries
Username

Grester Kawean G345 eostering@gratrtaveahgsa oy

Shoving 101 1 outof 1 users

Figure 109. Screen shot of GSA Permissions page for the monitoring network

3. Select a GSA and a list of the permitted users will appear. Click
Add Permission to give another user permission to add and edit
data for the GSA’s wells and sites.
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Well Data Permission

Figure 110. Screen shot of New GSA Permission form

4. Enter the email address and select the organization. Then click
Add Permission.
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9.0 Other Actions
1. From your GSP dashboard, locate the “My GSP Submittal” table.

2. Hover over the dots in the Action(s) column to show list of
possible actions.

~dwater Sustainability Plan Dashboard

MY INITIAL NOTIFICATIONS MY GSP SUBMITTAL [+-d TUAL REPORTS

Figure 111. Screen shot of GSP Dashboard showing where to click for other actions
on your GSP Submittals

3. The list of possible actions includes:

Edit GSP, Preview, Withdraw, Edit Permissions, and Manage
Interbasin Agreement

9.1 Edit GSP
® 1. Selecting the Edit GSP option will bring you to your submittal
Note: Changes can only be made to where you are free to make changes

submittals that are in progress.
Submitted GSPs cannot be edited

Figure 112. Screen shot of Edit GSP page.

9.2 Preview GSP

1. Selecting the Preview option will take you to your GSP submittal
in a printable format.
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For Draft GSPs (that have not been
submitted to DWR), selecting
Withdraw from the Action Menu will
remove the GSP submittal from your
table and dispose of any information
entered.

For a GSP that has already been
submitted to DWR, you are required
to write a reason to why it is being
withdrawn. Per §353.10 of the GSP
Regulations, a written notice must be
provided to DWR if withdrawing a
submitted GSP. Click Yes, Withdraw to
complete the withdrawal process

9.3 Withdraw GSP

1. Selecting the Withdraw option will remove the GSP submittal
from your table and dispose of all information that has been
entered.

Figure 113. Screen shot of Withdraw/ Confirmation popup.

2. A withdraw confirmation window will pop up. Select Yes, withdraw
to complete the process.

9.4 Edit GSP Permissions

1. Selecting Edit Permissions option will direct you to a page where
you may add or edit which users have permission to make
changes to your GSP submittal.

5-022.11 SAN JOAQUIN VALLEY KAWEAH

List of Editable Users

S )

Figure 114. Screen shot of Edit GSP Permissions page.

2. Current users able to edit the submittal will be listed here. You
may also pull up a list of all POC’s for the submittal or search for
an editor that has an account on the SGMA portal.
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® 9.5 Manage Interbasin Agreements
Interbasin A t t . . . .
rr;j;irzzl_n greements are no 1. Selecting Manage Interbasin Agreement will prompt you with a

file upload window. This allows you to upload an agreement with a
neighboring basin.

Figure 115. Screen shot of Interbasin Agreement upload window.

2. In this window you will use the Upload button to locate the file on
your computer.

3. Once the file is selected, select Upload Agreement to complete
the process.

® 9.6 Requesting Access to a Basin from a GSA

GSP Initial Notification

! 1. If you do not have access to a basin you can request access from
Sl g -k renat e the GSA(s). Click the red here above the Basin dropdown. The

DWR's SGMA Portal account . .
I ; Basin Request window opens.
Request permission
Input Base ___ from your basin
Information point-of-contact to
submit a GSP
E Uplazme Basin Request
Adopted GSP

502164 SACRAMENTO VALLEY NORTH AMERICAN

I [ | Select the GSA(S) you wish to request

Complete E Provide E
Flements support el
? Guide . (53] information i

T st 1001 G845
Monitoring
Network Info

oFTion 1 ceTioN

Excel Web
s

Template Form

Submit GSP

Complete C
Agreement Submittal
(i applicabie)

5 =Two-way ¢

Figure 116. Screen shot of the Basin Request page
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2. Select the basin from the dropdown menu, then select the GSA(s)
you wish to request access from.

3. Click the Send Request button. An email request will be sent to
the GSA Point of Contact and the creator of the GSA in the SGMA
Portal.

9.7 Granting Access to a Basin by a GSA User
1. Once received, the GSA approver will need to log in to the SGMA

® Portal at https://sgma.water.ca.gov/portal.
If the GSA administrator doesn’t see S
the email in their inbox, have them %ov SGMAPORTAL

check their spam or junk email folder.

4 DWRGIS

¥ Modifications”

Figure 117. Screen shot of the My GSA Formation Notices page

2. The GSA approver should click on the GSA tab at the top, hover
over the three dots for the desired GSA and click Assign
Permission.

Department of Water Resources
GOV SGMA PORTAL

‘GSA Pemssions

West er GSA5

5:021 64 SACRAMENTO VALLEY NORTH AMERICAN
List of Editable Users

s @ BasinModcalion 2 Moniloring Network

omPoCs | Q searctvadd Editor

Figure 118. Screen shot of the GSA Permission page

3. The GSA approver can then select the user in the list, or search
for other users on the SGMA Portal. Use action dots to grant
request.
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If the system finds a user account in
the SGMA portal that matches the
information you entered, it will ask if

you wish to give that user permission.

If they aren’t in the SGMA Portal
system, you need to enter their user
information to add them as a user.
e

4

Point of Contact Form

Figure 119. Screen shot of the Add Point of Contact Form

9.8 GSP Comments

4. Enter the first name, last name, and email, then click Save.
5. Confirm that you wish to add them as a GSA user. You can then
choose to send them a notification email.

To access comments on your GSPs, hover over GSP in the top bar to

access a dropdown menu.

ted GSPs
un GSPs

4GSP I

TioN AGREEMENTS I

@ GSP Il Notfcatons Map.
Viewer

that have been submitted

1. From the dropdown menu select All Submitted GSPs. The All

Submitted GSPs window opens.

Department of Water Resources

istainability Plan Dashboard

)

e G5P ntal
s "
um GSP il . ; Coming soon

Figure 120. Screen shot of GSP Dashboard showing how to get to a list of all GSPs
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The Public Comment period for a GSP
will be no less than 60 days after the
GSP has been submitted. Active
Comment Periods are in Green and
Closed Comment Periods are in Red.

Figure 121. Screen shot of All Submitted GSPs showing where you can click to view
comments

2. Choose a GSP and select +Comments. From there you can add
comments and view existing comments.

3

_ 3-0. . PASO ROBLES AREA

RRELR | = Aco Comment

Figure 122. Screen shot of GSP Comments page showing where to click if you want
to add a comment

3. To add a comment, select Add Comment and the Comment
Submission Form opens.
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Figure 123. Screen shot of Comment Submission form

4. Fillin all fields marked by a (*). Personal information will be
[ ] populated based on your account details.

Once posted the comment CANNOT
BE EDITED AND IS VISIBLE TO THE
PUBLIC.

5. Click Submit.
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The information provided in this user manual is intended to assist
GSAs in submitting GSPs to the GSP Reporting System and identifying
and providing data for the GSP monitoring network in the Monitoring
Network Module. This is a living document and may be amended to
include additional tips or information in the future.

Any additional questions related to submission of the GSP or
monitoring network information should be sent to the Sustainable
Groundwater Management Office at GSPSubmittal@water.ca.gov.
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