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DWR On-Line Submittal Tool (DOST)
For Urban Water Management Plan Data

Water Suppliers may now enter water use data from Urban Water Management Plans (UWMPs) and upload an electronic copy of a UWMP using the DWR Online Submittal Tool (DOST).

The user manual provides step by step instructions for using DOST.  DWR encourages users to use and follow the manual.  

Explanations and several “work arounds” are included in the manual for last minute problems that have been encountered. These are denoted with Note: throughout the manual. 
 The manual can be accessed at any time by clicking the HELP link at the bottom of any page in DOST
Or by going directly to the website, http://www.water.ca.gov/urbanwatermanagement/dost//DOST-UserManual.doc
DOST registration is a multi-step process that will vary for different users. The process is carefully explained in this Users’ Manual. 
Please follow the manual as you are registering.

Entering your UWMP data into DOST will prioritize the review of your UWMP.
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‘Welcome,
‘You have been invited to join DWR's Data Oniine Submittal Tool (DOST) by Sonali Ltd.

Please use the following link to complete DWR's registration, the registration is two-step process.
http://buswebdevi01.water.ca.gov/DOST/Anonymous/SelfRegister.aspx

Upon the completon of this registration process you can sign onto DOST but using the following link
hitp/buswebdevi01.water.ca govIDOST/Default aspx

Thank You
Department of Water Resources (DWR)
State of California.






System Requirements

Recommended Computer Configuration for Optimal Performance of DOST

Processor:           2.0 GHz Core 2 Duo, or newer

Memory:               At least 2 GB

Browser:              Internet 8, or newer, Firefox, or Google Chrome

Adobe Acrobat Reader (v6 or higher)
Contact Information
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Contacts

For assistance with DOST, please contact the DWR headquarters staff.
For assistance with a UWMP, you may contact either the DWR headquarters staff or the DWR reviewer in your region. 
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Websites

The DWR Online Submittal Tool (DOST): https://www.uw.water.ca.gov/DOST
The Urban Water Management Plan website: http://www.water.ca.gov/urbanwatermanagement/
PART 1
REGISTRATION

User Registration …………………………………..………….… Page   4
Passwords ……………………………………………………………
Page 10
Water Supplier Registration/Association……………....
Page 12
User Roles …………………………………………………………....
Page 17
Administrator Functions ……………………………………....
Page 18
User Registration

[image: image28.png]Urban Water Management Pl
Online Submittal To

Self Registration

User Registration

First Name * Sussane

T

Username (Email) T tetesto 16 gmai com

erste Newlmage
e

Type the code from the image.





The first thing you must do to use DOST is to register yourself as a user. 
If you have already registered with CASGEM or PWSS, you may skip this step and log into DOST.
 The user registration from these other programs will automatically fill in the user registration for UWMPs. 
Follow these four steps for user registration.

Step 1.  Getting in  
Users may get into the DOST system in one of two ways:

a) Invitation email from a water supplier
b) Self-Registration
a) Invitation Email From a Water Supplier
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The email below will appear in the user’s mail box. It will have been sent by an administrator of a water supplier.  
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User Registration
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Open this email and click on the first link.
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This will take you to Step 2, Create New User Account. (Skip the Self-Registration step below)

b) Self Registration
Users can self-register by clicking the Create New User Account link on the DOST log-in page https://www.uw.water.ca.gov/dost.
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Click on 
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Create New User Account.
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Clicking  “Help” will bring the user to the Users Manual. 
This will take you to Step 2, Create New User Account  
User Registration
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Step 2.  Create New User Account
The “Self-Registration” page will appear. Fill in the required information. 
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After clicking Register, the system will display a message stating that an email was sent to your email address. 
The above email is called the “Registration Email.”
Go to your email account and retrieve the “Registration Email” to complete the third step in the registration process. 
User Registration
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Step 3.  Registration Email 

Check your email inbox. 
You will see an email from “noreply@water.ca.gov” with a subject line “California Department of Water Resources Online Registration.” 
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Open the email from noreply@water.ca.gov 
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Click on the link in the email. 
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Clicking on the link in the email brings the user to the “Create User Profile” screen, which will be used in Step 4.
User Registration
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Step 4.  User Profile Information

The “Create User Profile” page appears. 

Fill in all the required information. Required information is marked with a red asterisk *.
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Fill in the required fields in the pop-up boxes and click Apply Changes.
Click Save & Proceed
The DOST “Log-In” page will now appear. Log in using the Username and Password for your new user account. DOST will bring the user to the appropriate page depending upon the number of water agencies the user is associated with. Read an explanation of this.  
To edit your user profile, see next page.
User Registration 
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Editing Your User Profile

To change your user profile details: 
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Click on the My Profile tab 
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Make the desired changes.

Click on the Save button to save the profile edits.

You have completed User Registration.

Passwords
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1. Change Password. Users can change their password by going to the My Profile tab. 
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Enter your old password and new password. 
Verify the new password by entering it in the “Verify Password” field.
Click the Change button. 

Passwords


2. Forgot Password. If a user forgets his/her password they can use the Forgot Password? link on the “Log-In” page.



A new screen asks for the user email address. 
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Enter the user email address and click on the Submit button. 

A new screen will ask the security question that the user entered during account registration. 
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Answer the security question. 

Once the system verifies the answer, an email will be sent to the user.

The user will retrieve this email.

Click the link in the email. Follow the instructions in your email to reset the password.
 Register or Associate Water Supplier 

After logging in, you will need to establish how you, as a user, are associated with 

one or more water suppliers. (A water supplier is the entity that has written an Urban Water Management Plan.) 

That is, if you are the person authorized by a water supplier to enter the UWMP data, you, as an individual user, must associate with that water supplier in DOST.
If you are authorized to enter UWMP data for more than one water supplier, you, as an individual user, must associate with each of those water suppliers. 

DOST will open to the appropriate page,
depending upon the associations you have at the time that you log in. 
· Users who have just self-registered will not have any associations.
· Users who registered in response to an email invitation will be automatically associated with that water supplier. (See “2. User Associated with One Supplier”)
· You will be assigned a role for each water supplier that you are associated with. Read more about roles.
Register or Associate Water Supplier

1. User is Not Associated with Any Supplier  (New User)
When the user logs in for the first time, the system takes the user directly to the “Register” or “Associate Water Supplier” page.

Register or Associate Water Supplier Page

On this page you will either 

· Request an association with a water supplier that is listed in the table, or 

· Register a new water supplier that is not yet in the table 





Determine whether or not the water supplier is registered in the system.

· Search the list of water suppliers in the table. 
· You may search the list using the “Search List” function on the left side, at the top of the table.
Register or Associate Water Supplier
TO ASSOCIATE WITH A WATER SUPPLIER

If the water supplier is listed, click on Request Association (in the far right column) to send a request to associate to that supplier.
You will not have access to the UWMP until the Administrator for the water supplier approves your request. Contact the water supplier to expedite your access to the UWMP.

Note: If you are the first person to request an association with this agency, you will automatically become associated with this supplier in the role of Administrator. See more about roles.
TO REGISTER A WATER SUPPLIER

If the water supplier is NOT listed, and you wish to register the water supplier: 
Click the Register New Water Supplier button at the top of the screen. 
The “Register Water Supplier” page will appear.
Register Water Supplier Page 


Enter all the required details.
Click the Register Water Supplier button. 

Note: The user who registers a water supplier is automatically associated with the new  water supplier and assigned the role of Administrator. 
 Register or Associate Water Supplier


2. User is Associated with One Supplier
If a user is already associated with a single water supplier, the system recognizes you as associated with that water supplier and will open to the “Welcome” page. 
Note the upper right side of the screen, where you will see “Welcome: Your User Name for Associated Water Supplier”. 
Welcome Page
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You may begin working on or viewing an UWMP for this agency by selecting the UWMP Home tab.  
Instructions for working on an UWMP are found in PART 2”.
To work on an UWMP for another water supplier, you will need to either register or request association with another water supplier, select the My Profile tab. 
Register or Associate Water Supplier


3. User is Associated with More Than One Supplier

If the user is already associated with more than one water supplier, the system takes the user directly to the “Select Water Supplier” page. 

The “Select Water Supplier” page allows the user to select from a list of water suppliers with whom they are associated. For example, a consulting company may prepare UWMPs (and enter them into DOST) for more than one agency; therefore, they would associate with multiple agencies. On this page they would select which agency’s UWMP they will be working on during this session of DOST.

Click the drop-down arrow and search the list for the water supplier.

If the water supplier is listed, click the name of the supplier and the Select button. This will bring you to the “Welcome” page.
If the user does not see the water supplier they are seeking, the user will need to request an association with, or register that water supplier. This is done with the following steps:
1. Select any water supplier in the list and click the Select button. 

2. This will bring you to the “Welcome” page. 

3. To register, or request association with another water supplier, select the My Profile tab, and select from the pull-down.
You have completed Water Supplier Registration and Association.
User Roles


User Roles
· The user’s roles are assigned during the registration/association process by the DOST Administrator of a water supplier. 

· Users may have different roles with separate water suppliers.

· Roles can be changed by the Administrator at any time. A user can request a change by contacting the DOST Administrator of a water supplier. 

· Administrator Role – DOST automatically assigns the role of Administrator to the user that registers a water supplier, or to the first user requesting association with a water supplier. 

DOST does not display your role.

Viewing the displayed tabs on the data pages and testing your ability to perform the functions listed in the table below will let you know what your role is for that water supplier. 

	User Roles 
	Associated Permissions

	Administrator

See Administrator Functions
	· Accept Association Requests

· Invite Users
· Promote/Demote Role Types

· Write/read access Organization Profile

· Write/read access to UWMPs

	Contributor
	· Read-only access to Organization Profile 
· Write/read access to UWMPs

	Read Only
	· Read-only access to Organization Profile 
· Read-only access to UWMPs

	None
	· No access to Organization Profile 
· No access to UWMPs


Administrator Functions


Users with administrative privileges (Administrators) can perform various functions, such as editing users and sending invitations to register. 

1. Manage Users. An Administrator can go to the Administration tab to access the “Manage Users” functions. 

Administrator Functions

Manage Users Page




a) Accept Association Requests
If a user has the role type of “None”, this indicates that they have requested an association. The Administrator must assign this user a status by editing the user’s role. (see (b) below)
Administrator Functions 


b) Edit User Roles. 
An Administrator can edit the roles of a user by clicking the Edit button to the left of the user’s name. 


After clicking the Edit link, a new pop up window opens. 

The Administrator can edit the role of the user in the organization. Read more about roles. 
Click Apply Changes button.
Administrator Functions


c) Invite User to Register.



 
Complete the required fields in the “Invite User” section
Click the Send Invite button.
· If the user is already in the system via another water supplier, an invitation will not be sent, but the user will become associated with your water supplier. The user will then be displayed on this page in the table at the top. 
· If the user is not in the system, they will receive an invitation email. Once this email is received, the invited user can follow the email instructions and register. 
The Administrator can view the invited users and the status of the user’s registration in the “Invited Users” section.

Administrator Functions 


d) Dissociate User. The Administrator can dissociate a user from the water supplier by clicking on the Dissociate link.


Administrator Functions

2. Edit Water Supplier Information. 
A user with the role of Administrator or Contributor for the water supplier can edit the water supplier’s information, such as address, contact information, and email address. 

Click on the Administration tab and select Water Supplier Profile to edit the water supplier information



            Edit the water supplier’s information as needed.

Click the Update button. 

END OF PART 1  
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Navigating DOST – Data Pages
Data Pages 
The page below (UWMP Coordination and Area) is an example of the top half of one of the eight data pages where water data is entered.




Navigating DOST – Data Tables

Data Tables- A list of all the data tables in DOST, with the name of the table and the page they are on, can be found at the end of this users’ manual. 

All data is entered into the tables by way of pop-up windows.





Units of Volume – If a table asks for a volume of water, be sure to select the unit of volume that corresponds with your UWMP in the drop down menu above the table. If you do not make a selection, DOST will use the default of acre feet. 

Navigating DOST - Upload Documents
Upload Documents  
Documents can be uploaded at any time using the “Service Area Details” and “Document Upload” page. The maximum file size is 10 megabytes. If your document exceeds the maximum file size, it may be submitted to DWR on a CD. 
The “Service Area Details and Document Upload” page is accessed in one of two ways:

1. When a user starts a new UWMP, as described in Starting a New UWMP.
2. Via the UWMP Home page, detailed below.

UWMP Home Page
.

Once a document has been uploaded, there is no method for deleting it. 

After uploading documents, click Save Plan Details to go to the UWMP and begin entering data. 

Navigating DOST - Exporting to Excel

Exporting to Excel

Users can export the contents of any table to Excel. 
Simply click on the Excel icon to export the contents of the table to excel. 

Log In


Log In 

Log in to the DOST System https://www.uw.water.ca.gov/dost

Log in using the user name and password that you created during user registration. 
Click the Login button.
After logging in, DOST will take you to one of three pages, depending upon the number of water agencies you are associated with. Please refer to the table below.
	USER ASSOCIATION
	DEFAULT PAGE AFTER LOG-IN
	USER ACTION

	Not Associated with Any Supplier
	Register or Associate Water Supplier
	You must associate with at least one water supplier in order to use DOST. (Instructions for registration and association)

	Associated with One Supplier
	Welcome
	Select the UWMP Home tab* to start or edit a UWMP for this supplier, OR 
Select the My Profile tab to register or associate with another supplier.

	Associated with Multiple Suppliers
	Select Water Supplier
	Navigate to the “Welcome” page by selecting a water supplier from the drop down list. 

Select  the UWMP Home tab* to start or edit a UWMP for this supplier, OR 

Select the My Profile tab to register, associate, or switch to another supplier.


* If the UWMP Home tab does not appear on the “Welcome” page, the associations you have requested have not been approved by the DOST Administrator of the water supplier. Contact the Administrator if you wish to expedite your association request. 
 Log in


Welcome Page 






UWMP Home Page

UWMP Home Page
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On the “UWMP Home Page” you may either start a new UWMP for this water supplier, or edit an UWMP that has already been started for this water supplier. 
Scan the table. 

If the table says “No records to display,” this means there is no UWMP in DOST for this water supplier. To start a new UWMP, click Start New UWMP for this Water Supplier button.
If there are one or more records in the table, these are UWMPs that have already been started in DOST for this water supplier. You may 

· Edit the “Service Area Profile,” OR

· Edit the UWMP – Click on Go to UWMP In order to edit the data in a plan.
· To start a new UWMP, click the Start New UWMP for this Water Supplier button.

UWMPs - Start a New UWMP
Start a New UWMP
Clicking on the Start New UWMP for this Water Supplier button opens the “Service Area Details and Document Upload” page (shown below).
Required Fields: A red asterisk (*) indicates that this is a required field. The system will not allow the user to proceed without entering a value. 
Enter data in all required fields. 





After completing this page, you will be taken to the “Data Pages” 
for entering water use and planning information.

Data Pages


The data pages are where you will enter water use and planning information.
User Comments  

There may be times when the user wishes to add a comment to clarify or explain their data. However, there is no field in DOST for the user to enter comments. Only DWR may enter comments in the comment box. If the user wishes to have a comment added, the user may contact their DWR reviewer, once a reviewer has been assigned. 

Error Checking/Validation

As you are entering data into these pages, DOST is validating that required fields are being completed. However, you will not be alerted to any of these potential errors on the data page itself. The errors will be listed in the Summary page. See Summary page. 

Saving Data and Timing Out
After approximately 30 minutes of being logged on but having no user activity, a warning will appear on the screen. It is important that the user click on “Renew Session” to avoid losing data. The system will allow the user to continue inputting data, but it may not be saved. 


See more details on Data Pages and Data Tables
Data Pages - Coordination and Area Page

Coordination and Area Page 
“UWMP: Coordination and Area” page is the default page that the user is sent to after entering 

 the basic plan information.
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The “Coordination and Area” page has five sections:
Section 1: Coordination with Appropriate Agencies


Table 1*: Public and agency coordination

*Note: Table 1 – All coordinating agencies may be included in this table, though the field is titled “Water Supplier Name”. 

Section 2: Describe resource maximization / import minimization plan
Section 3: Plan Updated in Years Ending in Five and Zero

Section 4: City and County Notification and Participation

Section 5: Service Area Information


Table 2: Population – current and projected
Clicking Save and Continue will take the user to the “UWMP: Water Sources” page
Data Pages – Water Sources Page

Water Sources Page
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The “Water Sources” page has four sections:
Section 6: Water Sources 



Table 16: Water Supplies – current and projected

Section 7*: If Groundwater identified as existing or planned source 

Table 18: Groundwater – volume pumped

Table 19: Groundwater – volume projected to be pumped

*Note: Section 7 – the last check box above Table 18 refers to (b) (4) In Table 3. 

This is an incorrect reference. Please disregard. 

Section 8: Reliability of Supply

Table 28*: Supply Reliability – Historic Conditions

*Note: Table 28 – Enter the aggregate volume of water from all sources into this table. Although DOST allows you to enter more than one line of data, please limit your entry to one line. 
Table 27: Basis of Water Year Data

Table 29*: Factors resulting in inconsistency of supply

*Note: Table 29 – In the “Additional Information” field, once an entry has been saved in this field; it is not possible to edit that field. Other data in the table can be edited. 
Section 9: Transfer or Exchange Opportunities
Table 20: Transfer and exchange opportunities
Clicking Save and Continue will take the user to the “UWMP: Water Use” page.
Data Pages – Water Use Page
Water Use Page 
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The Water Use page has three sections:
Section 10: Water Use Provisions

Table 3*: Water deliveries – actual 2005

Table 4*: Water deliveries – actual 2010

Table 5*: Water deliveries – projected 2015

Table 6*: Water deliveries – projected 2020

Table 7a*: Water deliveries – projected 2025

Table 7b*: Water deliveries – projected 2030

Table 7c*: Water deliveries – projected 2035

Table 9: Sales to other water agencies

Table 10: Additional water uses and losses

Table 11: Total Water Use

*Note – Tables 3 – 7c - Although the user may enter the water use data for different sectors in exactly the same order, the sectors will not appear in the tables in that order. Also, the order will vary from one table to another. This is due to a programming error that could not be resolved before the release of DOST. If the user exports these tables to Excel, it will be important to note this and correct the order as necessary so that these tables may be compared to each other. 
Section 11*: Per Capita Water Use and Water Use Targets
*Note – The check boxes at the end of this section, “2020 Urban Water Use Target…” and “Interim Urban Water Use Target…” are to be completed by all water suppliers, regardless of the method used. 

Table 14*: Base daily per capita water use – 10-15 year range

Table 15*: Base daily per capita water use – 5 year range
*Note: Tables 14 and 15 – DOST will automatically round the values for MGD to the nearest whole number. DWR recognizes this error and will correct the data for the water suppliers when the programming issue is resolved. 
Section 12: Water Use Projections and Lower Income Housing
Table 8: Lower income projected water demands
Clicking Save and Continue will take the user to the “UWMP: DMM and Supply Projection” page.
Data Pages- DMM and Supply Projections Page
DMM and Supply Projections Page
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The DMM and Supply Projections page has four sections:
Section 14: Planned Water Supply Projects and Programs

Table 26*: Future Water Supply Projects
     *Note: Table 26
· This table requires that dates be entered for the future project Start and Completion dates. If either or both of these dates are not available, enter the date 1/1/1999 in these fields. 
· This table also requires that volumes be entered for various supply years. If the volumes are not available, enter the value of “1”. (“0” will not be accepted by the system.)

Section 15: Opportunities for development of desalinated water
Section 16: District is a CUWCC signatory
Section 17: If supplier receives or projects receiving water from a wholesale supplier

Table 12: Retail agency demand projections provided to wholesale suppliers

Table 17: Wholesale supplies – existing and planned sources of water
Clicking Save and Continue takes the user to the “UWMP: Water Shortage” page.
Data Pages - Water Shortage Page

Water Shortage Page
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The Water Shortage page has seven sections:
Section 18: Stages of Action

Table 35*: Rationing stages to address water supply shortage
*Note: This table does not allow for a range of numbers in the “% Shortage” field. If the value for this field is a range, enter the highest number in the range. 

Section 19: Three year minimum water supply

Table 31*: Supply reliability – current water sources
*Note: Table 31 – The drop down menu above this table which allows users to select the unit of volume they are using is not working. DWR has noted this error and will make any necessary corrections when the problem is resolved. 
Section 20: Preparation for catastrophic water supply interruption

Section 21: Prohibitions, Consumption Reduction Methods, and Penalties
Table 36: Mandatory prohibitions

Table 37*: Consumption reduction methods
*Note: Table 37 – The statement next to the check box above Table 37 is referring to a 50% reduction in water supply, not demand.
Table 38*: Penalties and charges
*Note: Table 38 – The “Penalty Description” field is only used to describe a penalty (or other action) that does not fall into the category of “Penalty for excess use” or “Charge for excess use” (see drop down menu in the pop-up window). Descriptions of the penalties or charges for excess use are not entered into DOST, but can be described in the UWMP.

Section 22: Revenue and Expenditure Impacts
Section 23*: Water Shortage Contingency Ordinance/Resolution 
 *Note – The Water Code reference in this section is incorrect. The correct section of the Water Code is   10632(a) (8).
Section 24: Reduction Measuring Mechanism
Clicking Save and Continue takes the user to the “UWMP: Water Recycling” page.
Data Pages - Water Recycling Page
Water Recycling Page
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The Water Recycling page has five sections:
Section 25: System description and disposal
Table 21*: Wastewater collection and treatment

Table 22: Non-recycled wastewater disposal
*Note – Table 21: This table requires that you enter data for 2005. However, 2005 data has been reported in the 2005 plan is not mandatory for 2010 reporting. If you do not enter 2005 data into this table, you will receive an error message regarding this section when you reach the summary page. You may ignore this error message.  

Section 26: Uses and Projected Uses
Table 23: Potential future use

Section 27: Projected Uses

Table 24: 2005 UWMP use projection compared to 2010 actual

Section 28: Optimize uses
Table 25: Methods to Encourage Recycled Water Use

Section 29: Agency coordination
Clicking Save and Continue brings the user to the “UWMP: Supply Reliability” page.
Data Pages- Supply Reliability Page

Supply Reliability Page
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The Supply Reliability page has five sections:
Section 30: Water Quality impact on Availability of Supply

Table 30: Water quality – current and projected water supply impacts

Section 31*: Supply and Demand Comparison to 20 Years

*Note: The statement next to the check box in this section asks for a comparison between single-dry year supply and demand – this is an error. It should ask for a comparison between single normal year supply and demand. Please provide information for a normal year. 
Table 32: Supply and demand comparison – normal year

Section 32: Supply and Demand Comparison: Single dry year

Section 33: Supply and Demand Comparison: Multiple dry year scenario

Table 34: Comparison during projected single and multiple dry year events

Section 34: Water service reliability to cities/counties within service area

Clicking Save and Continue takes the user to the “UWMP: Plan Documentation” page.
Data Pages - Plan Documentation Page

Plan Documentation Page

[image: image16.png](= Urban Water Manag:

€ v £ httpsiijbuswebtestol water.cagov/DOST/(S(ueuqgy45xuialsxSn0bbafSs))WebPages/ReviewForCompletenesse. aspx v | certificate Error || 42| X | |Gonale

ement System, California Department of Water Resources - Windows Internet Explorer.

Fle Edt View Favortes Took Help

oogle v Bseach - | @ e Csonm A~ &y -
9 6| @Unben Water Management ystem, Caforia Depart © B B [Page - Tods - 7
'WMP: Plan Documentation
Please check all boxes that apply
[ClAttach a copy of adoption resolution Reference & Page Number  [Enter Reference and page number
[CJEncourage involvement of social, cultural & economic community groups Reference & Page Number [Enter Reference and page number
[CIPtan available for public inspection Reference & Page Number  [Enter Reference and page number
[IProvide proof of public hearing Reference & Page Number  [Enter Reference and page number
[CIProvided meeting notice to local governments Reference & Page Number  [Enter Reference and page number
DWWR Reviewer Comment
Please check all boxes that apply
[CIReviewed implementation plan and schedule of 2005 UWMP Reference &Page Number  [Eyccy feference and page number
AND
[Climplemented in accordance with the schedule set forth in plan Reference &Page Number  [Eyccy feference and page number
OR
12005 UWMP not required / submitted Reference & Page Number. [Enter Reference and page number
DWWR Reviewer Comment

@ et o -

e®rc " [® i i ) IR0 =0

stal





The “UWMP: Plan Documentation” page has four sections:
Section 35: Public Participation and Plan Adoption

Section 36: Review of implementation of 2005 UWMP

Section 37: Provision of 2010 UWMP to local governments

Section 38: Availability for public review

Clicking Summary Page takes the user to “The Summary Page.”
Data Pages– Summary Page

The Summary Page 
This page allows the user to review the plan before it is submitted. 
The “Summary Page” lists all the sections of the plan and includes a Section Validity column which will quickly alert the user to sections that are incorrect.
NOTE: DOST does not check the validity of the data entered. DOST checks that all required fields are completed.
If the Section Validity status is “Incorrect” the user can: 
· Click on the Details button in the far left column to view the details.
· Click on the Return to Section link to directly navigate to that section and complete the page as necessary.






Error Message and Programming Glitch
Please be aware that for the following sections:

Section 7

Section 8

Section 14

Section 15

Section 17

Section 26
Section 29
You may receive the error message “Only a single question can be selected from the group”

Please verify that you have entered the information correctly and, if entered accurately, IGNORE these particular error messages. These are due to programming glitches that were not able to be resolved before the release of DOST.

When the UWMP is complete, click on Submit Page to view the next page.  
UWMPs – Submitting a Plan
Submitting the UWMP
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The “Submit Plan” page (above) displays when the user clicks Submit Page from the Summary Page. 
Enter the user’s full name into the Electronic Signature field.
Click the Submit Plan button to submit the UWMP.

If a user tries to submit an incomplete plan, they will receive the warning: 
“Are you sure you want to submit this UWMP? If you submit an incomplete
 UWMP you will not be qualified for expedited review.”
The user must then determine whether or not to proceed. 

After submitting their UWMP, the user will be brought to the “UWMP Home Page”. Here the user will see that their UWMP Status will have changed to “Submitted” and the “Date Submitted” field will be filled. 


You have successfully submitted your Urban Water Management Plan.
You can no longer edit the plan.
UWMPs - Status History


Status History

Users can view the status history for a UWMP on the UWMP home page. (Click the UWWP Home tab at the top of the page)
A history of the plan’s status can be viewed by clicking on the [image: image18.png](2 Urban Water Manager

ent System, California Department of Water Resourc:

- Windows Inte

et Explorer

€9~ 2. hpsifbusuebest mater.ca.gov/DOST/{S{ueuagy 5wl sxSSn0bbafSs) WebPages/UWHPHome. spx

[ conriao Ener

42X |Googe

Fle Edt View Favortes Took Help

oogle ] 28 seae

o

@ oo

s - @y -

% 40| @urban viaertanagement Sy, Calfora Depart

- )~ [ Page - ( Took -

Urban Water Management Plan Home

water Supplier

Please Select Year *

210 -

View Service Area

Deails ¥, hometown

Date Submitted  Remarks

Complete 2201

Refresh | 1

Status Transition

Incomplete -> Cor

Submitted -> Revi

mplete

Review In Progress - Incomplete.

jewIn Progress

Open -> Submitted.

Status Changed By Status Changed Date

Stanley Vee /13/20113:38 PM
Hemal Mehta 6/13/20113:37PM
Stanley Vee 232011 10:19 AM

Guwen Huff 212011322PM

D M

Open

Goto UWMP Delete.

Exit To Home Page

stal

e - (@ [a [a

@ internet  100%

IR0 =0




 symbol next to the plan. 
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DWR Reviewers

Adding DWR Users 
UWMP reviewers have already been added to the DOST database and should have no difficulty logging in to DOST. If you are having difficulty logging in, or would like to add a new DWR user to the DOST data base, contact Water Use and Efficiency headquarters. Gwen Huff ghuff@water.ca.gov (916)651-9672.

Logging In
Go to the DOST log-in website at https://www.uw.water.ca.gov/DOST
DWR users must use their “@water.ca.gov” email address and everyday DWR password when logging in.

The “Welcome” page will display.

Welcome Page





Click the UWMP Home tab. The “Urban Water Management Plan” home page will display.


DWR Reviewers

 Urban Water Management Plan Home Page (DWR View)













DWR Reviewers
DWR Reviewers – DWR Actions
A DWR Reviewer can perform these actions in DOST:

1. Enter a UWMP on Behalf of a Water Supplier
2. View and/or Comment on a UWMP Already Started in DOST.
3. Review and/or Edit a UWMP Submitted to DOST.
1. Enter a UWMP on Behalf of a Water Supplier

This section is for UWMPs that have not been entered into DOST and that you, the DWR reviewer, will be entering on behalf of a water supplier. 

Log in and select the UWMP Home tab,

Click the Start new UWMP button.

The “Service Area Details and Document Upload” page will display

DWR Reviewers – DWR Actions

Service Area Details and Document Upload page (DWR View)

Complete all required fields (required fields are marked with a red asterisk*)

In the drop down menu for “Water Supplier,” a DWR Reviewer must select DWR.

In the “Entered on behalf of” field, enter the name of the water supplier you are entering data for. 

 








1. Save and Upload Document – saves the information you have entered and allows you to upload documents. (Document upload will usually be done by water suppliers, not DWR reviewers.)

2. Go to UWMP - saves the information you have entered. Brings user to the data pages for the UWMP. 


DWR Reviewers – DWR Actions
Entering Data into the Data Pages

When starting the UWMP

· From the “Service Area Details and Document Upload” page, 

· Click Go to UWMP button. This brings you to the first data page. (Read more on Data Pages)
      When returning to the UWMP to continue data entry, 

· Go the “UWMP Home” page

· Search table with either 

· Water Supplier search function (water supplier will be Department of Water     Resources for all plans entered by DWR), OR

· Service Area search function.  
· Find the correct UWMP 

· Click View and Comment on UWMP this brings you to the first data page. (Read more on Data Pages)

Fill in all data. 

After filling in the last data page, DOST will display the “Summary” page.

Summary and Submit

        Click here to see instructions on the “Summary” and “Submit” pages. 

Giving Control to the Water Supplier

Because the DWR reviewer has entered the plan under DWR, the water supplier will not have access to edit their plans until DWR gives control to the supplier.

To give control to the water supplier: 

· Go to “UWMP Home”

· Select the UWMP, click on the link for the name of the service area (Not View and Comment UWMP)

· On the “Service Area” page, go to the “Water Supplier” field (currently DWR) and select the water supplier.

· Click Save
The water supplier will now be able to access their plan and conduct the Administrative Functions. 
DWR Reviewers – DWR Actions
2. View and/or Comment on a UWMP Already Started in DOST
Log in and select the UWMP Home tab. 

At the “UWMP Home” page, note the status of the plan. 

· If a plan is “Open” by a Supplier, DWR can only view and comment, but cannot edit the data.

· If the plan is “Open” by DWR, DWR may edit/view/comment.

· If a plan is “Submitted”, DWR may “Initiate Review”  

Click on View and Comment on UWMP in far right column.

The UWMP will display. You may now scroll through the UWMP and enter comments in the DWR Reviewer Comment fields. 
DWR Reviewer Comment Field

Click either the Save All or Save and Continue button.
DWR Reviewers – DWR Actions
3. Review and/or Edit a UWMP Submitted to DOST

Log in and select the UWMP Home tab.
On the “UWMP Home” page, the table will display all UWMPs that are in DOST. 

Find the water supplier/service area in the table:

· If the words Initiate Review appear, click the link. An email will be automatically sent to the water supplier notifying them that the review has begun. 

· If the column is blank AND the status is “Review in Progress”, you may go back to the UWMP to continue reviewing/editing. Click View and Comment.
The UWMP will now display and the DWR reviewer will be able to: 

· Review and edit the information in the review sheet and/or the data tables

· Enter comments in the “DWR Comment” box.
Be sure to save your edits and comments. 







If after saving the data you wish to exit DOST, you may do so and your edits and comments will be saved. You may re-enter this UWMP and continue by following these steps. 

· Clicking the UWMP Home tab.
· Find the water supplier in the table of existing UWMPs 

· Click View and Comment.
DWR Reviewers – DWR Actions
Once you have completed reviewing/editing, you must now go to the “Summary Page.” 



DWR Reviewers – DWR Actions
Summary Page
The “Summary Page” provides a summary of the error checking that is automatically performed by DOST. 









When you have completed error checking and are ready to finish your review/edit, click the 
To Submit Page button at the bottom of the page. 


DWR Reviewers – DWR Actions
Submit Plan Page (DWR view)


On this page, the DWR reviewer will enter their name and any comments about the review. 

The only options open to the DWR reviewer are:

· Mark Plan Incomplete

· If you have determined that the plan is actually complete, you must still select Mark Plan Incomplete. You will then notify the supervisor – Peter Brostrom – who will be able to Mark Plan Complete.

· Click the Mark Plan Incomplete button if you have determined that the plan is incomplete.

· Clicking this button will generate a message to the water supplier that their plan was found to be incomplete. You may wish to contact the supplier. 

· Cancel - cancels the submission. 

DWR Roles
	DWR Roles 
	Associated Permissions

	Administrator
	· Promote/Demote Role Types
· Write access to UWMPs Comments 

· Write access to UWMP information

· Able to start a UWMP

· Able to mark a plan Complete or Incomplete

	Supervisor
	· Write access to UWMPs Comments 
· Write access to UWMP information

· Able to start a UWMP

· Able to mark a plan Complete or Incomplete

	Reviewer
	· Write access to UWMPs Comments. 
· Write access to UWMP information

· Able to start a UWMP

· Able to mark a plan Incomplete

	Read-Only
	· Read access to UWMP comments 
· Read access to UWMP information  

	None
	· No access to UWMPs
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	Water Sources
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	Groundwater - volume projected to be pumped

	 
	27
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	29
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	31
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	36
	Water Shortage contingency - mandatory prohibitions

	 
	37
	Water shortage contingency - Consumption Reduction Methods

	 
	38
	Water Shortage Contingency -Penalties and Charges

	Water Recycling
	21
	Recycled water - wastewater collection and treatment

	 
	22
	Recycled water - non-recycled wastewater disposal

	 
	23
	Recycled water - potential future use

	 
	24
	Recycled water - 2001 UWMP use projection compared to 2010 actual

	 
	25
	Methods to Encourage Recycled Water Use

	Supply Reliability
	30
	Water quality - current and projected water supply impacts

	 
	32
	Supply and demand comparison - normal year

	 
	33
	Supply and demand comparison - single dry year

	 
	34
	Supply and demand comparison during projected single and multiple dry-year events
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USER REGISTRATION


Step 1.  Getting in via either:


Invitation Email


Self Registration


Step 2.  Create New User Account


Step 3.  Registration Email 


Step 4.  User Profile Information








“User Name” is the user’s email


address.








Click Register








Click the �  symbol to add a new phone number and address information.  A pop-up box will display to add the information. 





“Password Guidelines” shows the requirements for a valid password. 





Passwords


Change Password


Forgot Password








Follow the password guidelines for your new password.





Register or Associate Water Supplier


User is Not Associated with Any Supplier


User is Associated with One Supplier


User is Associated with Multiple Suppliers








Click here to register a supplier not found in the table below. 





Search List


Enter a whole or partial name of the water supplier you are seeking. 


Then click the Search List button.





Click here to request association with a supplier listed in this table. 





Click the UWMP Home tab to begin working on the UWMP for this water supplier.





To switch to another supplier, click the My Profile tab to register or associate with a different water supplier.





The Welcome page displays: 


your name 


the name of the water supplier you are currently logged in with.





Administrator Functions


Manage Users


Accept Association Requests


Edit User Roles


Invite User to Register


Dissociate User





Edit Organization Profile








4. User and Water Supplier.





Status Bar





2. Title Bar





3. Tabs





6. Reference and Page Number. 





Data Table


See � HYPERLINK  \l "DataTable" ��next page�.





5. Check boxes. 





Status Bar. The status bar highlights the name of the page that you are currently viewing. In this case, Coordination and Area are highlighted. Other pages are seen to the right, but are not highlighted. Users may jump to a different page by selecting that page on the status bar.


Title Bar. Displays the name of the page that you are currently viewing.


Tabs. These tabs are explained in the “Registration” section of this User Manual. 


   User and Water Supplier. DOST displays the name of the user and the water supplier for whom data is being entered. The � HYPERLINK  \l "srvcarea" ��Service Area� name is NOT displayed.


   Check Boxes. Check to indicate that these requirements have been included in the UWMP. 


6.   Reference and Page Number.  The UWMP that was created by the water agency will most likely have the information in a different order than is seen on DOST. The DOST user will need to search the written UWMP to find the data needed for each of these tables. In order to expedite review by DWR, and not duplicate this searching, please fill in all fields titled Reference and Page Number on the right side of the screen to notify the reviewers where they will find the information. This field is limited to 20 characters.








User can click on Edit to change the values for that row.





User can delete the row by clicking the Delete link.





WINDOWS. To add data to the tables, click the � symbol. This will open a pop-up window where the data can be entered. 





The section for uploading documents is on the “Service Area Details” and “Document Upload” page.





Click on the “Service Area” name to get to “Service Area Details and Document Upload” page. 





3. My Profile





4. User and Water Supplier





1. Administration





2. UWMP Home





Welcome Page





Administration Tab – this tab will display if you are an Administrator or Contributor for this water supplier. Clicking this tab allows you to select various � HYPERLINK  \l "admin" ��administrative functions�.





2.	UWMP Home Tab – Selecting this tab will bring you to the UWMP Home page. On the UWMP Home page you may either start a new UWMP or edit a UWMP that has already been started for this water supplier. * If the UWMP Home tab does not appear on the “Welcome” page, the associations you have requested have not been approved by the DOST Administrator of the water supplier. Contact the Administrator if you wish to expedite your association request. 





3.	My Profile Tab – Selecting this tab allows the user to access their user profile, register or associate with a water supplier, switch water suppliers, and change their password,





4.	User and Water Supplier – DOST displays the name of the user and the water supplier for whom data is being entered. The Service Area name is NOT displayed. 





Read more about � HYPERLINK  \l "status" ��status.�





Welcome: Gwen Huff for Acme Water Company





Acme Water Co- Vacation Town





Acme Water Co- Hometown





Click here to edit this existing UWMP.





The Service Area field allows water suppliers with more than one service area to distinguish between those service areas.





Any plan listed in this table is for the water supplier listed at the top of the page. 





Select Save and Upload Documents to upload document or Go to UWMP to continue plan.








Service Area


The Service Area field allows water suppliers with more than one service area to distinguish between those service areas. Fill in the Service Area field as follows:





Example: Water Suppliers with Multiple Service Areas - California Water Service Company has more than one service area, one of which is Stockton. The name of the Service Area will be Cal Water-Stockton. 





Example: Water Suppliers with One Service Area - San Juan Water District has only one service area. The service area will be, San Juan Water District. 





This field cannot be edited once it has been saved. Please enter carefully!








Data Pages 





Coordination and Area


Water Sources


Water Use


DMM’s and Supply Projections


Water Shortage 


Water Recycling


Supply reliability


Plan Documentation


Summary





Information on DMM’s is NOT entered into DOST (with the exception of this statement in Section 13). 





Go to UWMP





Acme Water Co - Hometown





Go to UWMP





Clicking the HELP link displays the DOST Users Manual.





The system notes that you are logged in as a DWR user.





Click Start New UWMP to enter a new UWMP that has not been entered into DOST. 





The “Existing UWMPs” table lists UWMPs already begun in DOST.





4. Remarks





3. Status





1. Water Supplier





5. Initiate Review





2. Service Area





6. View and Comment on UWMP





Existing UWMPs Table





Water Supplier – This displays the name of the water supplier - except when DWR has entered the plan – in that case, the Water Supplier will be listed as DWR until the Supplier takes the role of DOST Administrator. The search box in this column allows users to search for plans by Water Supplier.





� HYPERLINK  \l "srvcarea" ��Service Area� – This column displays either:


Suppliers with multiple service areas: Name of Water Supplier – Service Area, e.g., Cal Water – Stockton.


Suppliers with a single service area: Name of Water Supplier, e.g., San Juan Water District.


The search box at the top of this column allows users to search for plans by Service Area.


Clicking on the name of the service area brings the user to the “Service Area Details and Document Upload” page.





� HYPERLINK  \l "status" ��Status� –The status of a plan changes the reviewers’ access to the plan.


If a plan is “Open” by a Supplier, DWR can only view and comment, but cannot edit the data.


If the plan is “Open” by DWR, DWR may edit/view/comment.


If a plan is “Submitted”, DWR may “Initiate Review”  





Remarks – The remark that is displayed was entered by the user at the time the plan entered the current status. To see status history and associated remarks, click the Details icon on the far left of the table. 





Initiate Review – DWR user may initiate a review by clicking in this column. 








6.  View and Comment on UWMP – allows the DWR user to edit/view/comment on an UWMP that is already in the DOST system.





Clicking either the Save All or Save and Continue button at the bottom of the page saves these comments.





DWR Users may enter comments here.





The DWR reviewer may edit the information in the review sheet, the data tables, and enter comments in the comment box.





Clicking either the Save All or Save and Continue button at the bottom of the page saves the edits and comments.





Click either the Summary Page in the status bar or on the To Summary Page button to go to the “Summary page.”





The “Section Validity” column provides an error check. If the field says “Incorrect,” some data in this section has flagged an error. 





For more information on the error that was flagged, click the Details icon. 





You can return to this Section by clicking Return to Section in that line.





Mark Plan Complete is available only to administrators and supervisors.





Service Area


The “Service Area” field allows water suppliers with more than one service area to distinguish between those service areas. Fill in the “Service Area” field as follows:





Example: Water Suppliers with Multiple Service Areas - California Water Service Company has more than one service area, one of which is Stockton. The name of the Service Area will be “Cal Water-Stockton”. 





Example: Water Suppliers with One Service Area - San Juan Water District has only one service area. The Service Area will be, “San Juan Water District”. 





This field cannot be edited once it has been saved. Please enter carefully!








2. Go to UWMP





1. Save and 


   Upload Document





“Entered on behalf of” enter the name of the water supplier you are entering data for. 





The DWR Reviewer must select DWR for the Water Supplier field.





See � HYPERLINK  \l "srvcarea" ��Service Area� box below





Click here to begin entering a UWMP on behalf of a water supplier.





Statuses





Open – The plan has been started, but is still being worked on. It has not been submitted.





Submitted – The user has completed their entry of the plan into DOST and has submitted it for DWR review.





Review in Progress – A DWR reviewer has begun review of the UWMP.





Incomplete – DWR review has found the plan to be incomplete. The reviewer will contact the water supplier with details and will request the missing information. NOTE: This status will also appear if the DWR reviewer has found the plan to be complete, but is waiting for final approval from DWR supervisor.





Complete – DWR review has found the plan to be complete. The review process is now finished.





INSTRUCTIONS FOR DWR REVIEWERS


Adding DWR Users


Logging In/Welcome Page


UWMP Home Page


DWR Review Actions


Enter a UWMP on behalf of a water supplier


View and/or comment on the UWMPs already started in DOST.


Initiate the review of a UWMP submitted to DOST.








Error Message and Programming Glitch


Please be aware that for the following sections:





Section 7


Section 8


Section 14


Section 15


Section 17


Section 26


Section 29





You may receive the error message “Only a single question can be selected from the group”





Verify that you have entered the information correctly and, if entered accurately, IGNORE these particular error messages. These are due to programming glitches that were not able to be resolved before the release of DOST.








For More Information, Contact:


                                                       Gwen Huff                          Joanne Chu


                                              � HYPERLINK "mailto:ghuff@water.ca.gov" �ghuff@water.ca.gov�                � HYPERLINK "mailto:jchu@water.ca.gov" �jchu@water.ca.gov�


                                                   (916) 651-9672                    (916) 651-9847

















Water suppliers will still submit a hardcopy and an electronic copy of their UWMP to DWR.





Electronic copies of the UWMP can be submitted to DWR via an upload of the entire document in DOST, or by submitting a CD. 








DWR will be revising DOST for the


 2015 round of UWMPs.





DWR acknowledges that significant improvements can be made in how data is entered into DOST.  Plans are already underway for revamping the system for the 2015 cycle.








DOST will enable DWR to gather data from over 450 water agencies’ UWMPs and have it aggregated into a statewide database.





The database will provide information on urban water use, urban water supply reliability, recycling, water shortage contingency planning, water conservation measures, baselines, and 20x2020 water use targets. 





The information will be available for both public and DWR review and analysis. DWR anticipates using the analysis in the California Water Plan, legislative reports, and other statewide water planning and reporting needs.
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