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1. User Manual Introduction and Purpose

This User Manual describes the Sustainable Groundwater Management Act (SGMA) Portal’'s new
Projects and Management Actions Module. This User Manual is intended to provide a step-by-step
overview of the new SGMA Portal Projects and Management Actions Module (PMA Module).

Per 23 CCR § 354.44, Groundwater Sustainability Plans (GSPs or Plans) are required to include a
description of the projects and management actions that the Agency has determined will achieve the
sustainability goal for the basin, including projects and management actions to respond to changing
conditions in the basin. Additionally, each Groundwater Sustainability Agency (GSA or Agency) is
required to annually describe the Agency’'s progress towards implementing the Plan including
implementation of projects and management actions as part of the GSP Annual Reporting
Requirements (23 CCR § 356.2(c)).

As part of the evaluation of whether a Plan is likely to achieve the sustainability goal of a basin, the
Department of Water Resources (Department) considers whether the projects and management
actions are feasible and likely to prevent undesirable results and ensure that the basin is operated
within its sustainable yield (23 CCR § 355.4(b)(5)). Additionally, as part of its periodic review, the
Department is required to evaluate whether the Agency is implementing its projects and management
actions consistent with the Plan, or that the Agency has demonstrated that actions described in the
Plan have been rendered unnecessary based on changing basin conditions or an improved
understanding of basin conditions (23 CCR § 355.6(c)(2)).

The PMA Module is intended to assist Agencies in satisfying the requirements of the regulations
described above by providing an organized and familiar space to track, document, and annually report
on progress made toward implementing projects and management actions. while also assisting in the
Departments

To view and use the tools discussed in this User Manual, SGMA Portal users (Users) must be logged
into an account on the SGMA Portal. New Users can register for a SGMA Portal Account by using the
link on the bottom of the SGMA Portal's home page or at the following link:
https://sgma.water.ca.gov/portal/account/registration.

For any questions about the Projects and Management Actions Module, please contact
GSPSubmittal@water.ca.gov.
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2. Projects and Management Actions Module Process Overview

The Project and Management Actions Module is a centralized module to view, edit, and submit new
projects and/or management actions (PMAs). The projects and management actions that a User can
access are dependent on the Agencies that the User is associated with in the SGMA Portal. The goal
of the Projects and Management Actions Module is to provide a streamlined process for Agencies to
report on the progress of implementing their projects and management actions to comply with the GSP
Regulations.

The Projects and Management Actions Module consists of the following eight sections:
¢ Project or Management Action Information (A)
e Location (B)
e Schedule and Implementation (C)
e Costs (D)
e Benefits (E)
e Monitoring (F)
e Additional Documents (G)
¢ Implementation Updates (H)

Sections A through E are required to be completed when initially submitting a new PMA to the Projects
and Management Actions Module. The fields in these sections are based on the requirements for
projects and management actions outlined in 23 § CCR 354.4(b). Sections F and G are optional and
can be completed after the PMAs are submitted to the module.

Section H is required to be completed on an annual basis as a part of the Agencies’ Annual Report
submittal. This section is intended to collect data based on the GSP Regulations that state that that
GSAs are required to annually submit projects and management actions’ progress towards
implementing the plan since the previous annual report (23 CCR § 356.2(c)).
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3. Adding New Projects and Management Actions
This section outlines the process for adding new PMAs into the Projects and Management Actions

Module.

To add new PMAs, the User must be associated with the Lead GSA on the SGMA Portal. For detailed
instructions on granting Users permissions to PMAs, see Section 5 of this User Manual.

3.1 Completing Sections A through E

Adding a new PMA consists of providing required data for Sections A through E of the PMA Module.
Once Sections A through E are completed and saved within the module, a PMA’s status will be
considered “Submitted” and can be viewed in the User’'s “My Projects/Management Actions” page.

Sections A through E can be completed for an individual PMA or for multiple PMAs simultaneously.
Section 3.1.1 describes the process of individually adding a new PMA by filling out and submitting a
form within the module. Section 3.1.2 describes the process of adding multiple PMAs simultaneously
through a Batch Import template.

3.1.1 Adding an Individual Project or Management Action
1. Log in to the SGMA Portal to view the SGMA Portal’'s home page. Click the “My Projects” icon.

/ Department of Water Resources
GOV SGMA PORTAL

PAESRE =csi = oSP  SAwmmes  ©AducsiedAmss @ BasiaModcston @ Monoring Network 3 File Transir

1 Welcome to SGMA Portal

Please select one of the SGMA topics below.

Groundwater Alternative to
Sustainability GSP
Plans (GSP)

Figure 1. Screenshot of the SGMA Portal Homepage, highlighting the location of the “My Projects” icon.
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2. Click the “New PMA” button on the top left side of the “My Projects/Management Actions” page.
The user will be navigated to the “New Project/Management Action” page.

# Home = GSA e = Altematives = Adjudicated Basins @ Basin Modification & Monitoring Network = State Intervention 13 File Transfer

Home / All Projects (Admin|
a = Search:
+ New PMA X PMA Import &2 PMA Export X Batch Update Indlude Deleted
Filter by GSA * || Fillerby GSP ~ || Filter by Basin / Subbasin * -
PMAID Project Name GSA Basin / Subbasin GSP(s) Status Updated By Last Updated y  Action(s)
300406 PMA 6 (4 Preferred San Miguel Community 3-004.06 PASO 3-004.06 PASO ROBLES SUBMITTED Jackson Cook 0111472025
Project 2 San Services District GSA ROBLES AREA AREA 172121
Miquel Recycled
Water Delivery
300406 PMA4 G Mandatory City of Paso Robles 3.004.06 PASO 3-004.06 PASO ROBLES SUBMITTED Jackson Caok 0111472025
Pumping GSA Shandon-San Juan ROBLES AREA 3- AREA 3.004.06 PASO 172121
Limitations in GSA,County of San Luis 004,06 PASO ROBLES AREA 3-004.06
Specific Areas Cbispo GSA - Paso Robles  ROBLES AREA3- PASO ROBLES AREA3-

Area, San Miguel 004.06 PASO 004,06 PASO ROBLES AREA
Community Services District  ROBLES AREA 3-

Figure 2. A screenshot highlighting the “New PMA” button.

3. Complete the required fields on the “New Project/Management Action” page, which includes
Sections A through E.

4. Sections can be collapsed and expanded using the arrow symbol (“>") on the right side of each
section’s header.

5. Text entry fields can be expanded vertically by clicking and dragging the right corner of any text entry
field box.

6. Once all required fields are completed, click “Submit to DWR” at the bottom of the page to submit
the project or management action. If needed, the user can click "Save as Draft" to save progress on
the project or management action.
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= Afjusicated Basirs (3 Basin Modfication [ Morfloring Network = State infervention €01 Fllls Transfer

E Location
Schedule and Implementation 4
E Costs

E Benefits

* 1. delect w L]
TOOSTE O 8T MDD 3 BILNT AT BTN RAN ) ASCERTT B Jeecel)

® & 1o cuctainadimty indlostors are celootad, pieate provice an sxplanation

® 2 Beisct ol appiicadis benentc. @

# 3.002c the project or management action provide watsr cupDly benefitc? @ No

2. Provide the sctimaied projectsd benefite in acre-feet per year (AFY)L @

b. Provide a decoription of the wadsr cupply benefic. §
4.Decoride any other non-watsr cupply related benenic.
® & Explain how banefitc will be svalustsd. @

# 0.1c the PMA dependent on a water cupply coure? @ vee ) No

7. Seloct all applicable water cource(s) ©

3. Expiain the waisr cource(c) and he rellatility o« === cource. @

Figure 3. A screenshot of the “New Project/Management Action” page. Sections A through E are highlighted for
Step 3. The arrow symbol to expand and collapse sections and the text entry field corner are highlighted for Step
4. The corner of a text entry field is highlighted for Step 5. The “Submit to DWR” button is highlighted for Step 6.

7. After saving the new PMA, the page will be redirected to the “Edit Project/Management Action”
page. This indicates that the PMA has been successfully submitted. The information entered into
Sections A through E for the PMA can be viewed by expanding any of the Sections.

8. At this time, Sections F, G, and H will become available for this PMA. The User can choose to provide
this information immediately or can choose to provide this information at a later time. For instructions
about how to provide information to Sections F, G, and H at a later time, see Section 4.2 and Section
4.3 of this User Manual.
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V) 1 Department of Water Recources.

& Edit Project / Management Action

n Projact or Management Action Information
B Location
Schedule and Implementation

B coss
A eeneits

Ll Monitonng

[E) #aditional Documents

B impiementation Updates

Figure 4. A screenshot showing the “Edit Project/Management Action” page. Sections A through E, which can
be expanded to show the submitted information, is highlighted for Step 7. Sections F through H are highlighted
for Step 8.

9. To view the submitted project or management action, go to the “My Projects/Management
Actions” page.

Department of Water Resources
)V SGMA PORTAL

GSA S GSP S Aomafves (3 AdisdicaiedAreas  C BasinModification 03 Monitoring Nebwork £33 Flo Transtor

Shewing 1101 of 1 enlries.

Figure 5. A screenshot of the “My Projects/Management Actions” page highlighting the newly submitted
project.
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3.1.2 Batch Import Method - Adding New PMAs
1. From the SGMA Portal’'s home page, click the “My Projects” icon to navigate to the “My
Projects/Management Actions” page.

Department of Water Resources Welcome. SGMA Test! 13202024
© 50,0 | 5 Feedback | & My Prosie

GOV SGMA PORTAL

= 0SP = Alematves (@ Adjudicated Areas

@ Basia Modification @ Monioring Network £33 File Transfer

Welcome to SGMA Portal

Please select on of the SGMA topics below.

Groundwater
Sustainabil

Plans (GSP)

Modification
(BBMRS)

Figure 6. Screenshot of SGMA Portal Homepage, highlighting the location of the “My Projects” icon.

2. Click the “PMA Import” button.

#A& Home =GSA = GSP = Alternatives = Adjudicated Basins 2 Basin Modification 2 Monitoring Network = State Intervention 13 File Transfer

Home / All Projects (Admin)

2 All Projects (Admin)
| HMewPMA | X Puaimpot | 2 PMABGot || X Bath Update | Dinclude Deleted Search:[ ]

Filter by GSA * || Filterby GSP * || Filter by Basin/ Subbasin *

PMA ID Project Name GSA Basin / Subbasin GSP(s) Status Updated By Last Updated , Action(s)
3.004.06_PMA_6 @ Preferred San Miguel Community 3.004.06 PASO 3.004.06 PASO ROBLES SUBMITTED Jackson Cook 01/1412025 t
Project 2. San Services Districl GSA ROBLES AREA AREA 172121

Miguel Recycled
Water Delivery

3-004.06_PMA_4 G Mandatory City of Paso Robles 3-004.06 PASO 3-004.06 PASO ROBLES SUBMITTED Jackson Cook 01/14/72025
Pumping GSA Shandon-San Juan ROBLES AREA 3- AREA 3-004.06 PASO 17:21:21
Limitations in GSA, County of San Luis 004.06 PASO ROBLES AREA 3-004.06
Specific Areas Obispo GSA - Paso Robles ROBLES AREA 3- PASC ROBLES AREA 3-

Figure 7. Screenshot of the My Projects/Management Actions page, highlighting the location of the “PMA
Import” button.
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3. Click the “Download Excel Template” button to download the batch import spreadsheet template
(.xIsm format).

¢/ Department of Water Resources
/GOV SGMA PORTAL

= fomafives (3 AdjudicalodAreas 3 BasinModificafion % Moritoring Network 43 Fle Transer

template and click on ‘Tmport Data' to starlhe import process.

Cick la upload
oR
arsg fes heve

Figure 8. Screenshot of the “Project or Management Action Import” page, highlighting the location of the
“Download Excel Template” button.

4. Open the Batch Import spreadsheet template. Macros must be enabled for certain fields of the
spreadsheet to work correctly. These macros are used for certain fields in the module where multiple
selections are allowed (i.e., Lead GSA(s), Project Type, Potential Funding Sources). For instructions
about enabling macros, please see Section 3.1.3 of this User Manual.

5. Fill out the Batch Import template starting at cell A2 on the “Batch Import Spreadsheet” tab so that
each row correlates to a respective project. Each column correlates to the fields in Sections A through
E.

Although some fields are locked for editing, you can copy and paste fields within the spreadsheet;
however, you may get an error if you try to paste an entire row. If this happens, select only the cell(s)
that you want to copy and paste.

A2 T f

" B

A3 ‘ Al

| Projector Manageme

| cra‘

B 40/ @ 2w =

NERNENNES s I nEE s

Read Me | Batch Import Spreadsheet | Field Descriptions *

4

Figure 9. Screenshot of the Batch Import Spreadsheet. The spreadsheet is highlighted for Step 4. Cell A2 is
highlighted for Step 5.
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6. When clicking into a cell, a popup box with a brief description of the respective field will appear.

A2 v £ v
A I B (= ] E F [r} r
oo Az
'-wa-"u-;w—m i Al e M A3-Subeatugory A4 Brind Duseription A5 -Project or Mumagement Action Type(i) A5s)- Type -Other Description A6- Lead Implementing GSAL)

Project or Management Action
s project ar 8
m the drop

HNERPERENB RIS A EO R 2800 s we -

Batch Impart Spreadsheet Field Descriptions & [ Q)

Ready & TE Accessibility: Good to go L Display Settings i) m M -——+—t "™

Figure 10. Screenshot of the Batch Import Template. A popup box with a brief description of the respective
field is highlighted.

7. More detailed information about each field is on the “Field Descriptions” tab. This tab provides a
description of each field and indicates whether the field is required. The user will also see a “Read
Me” tab in the spreadsheet, this tab provides general instructions and descriptions on how to use
the spreadsheet.

] - Lo|| Al ¥
A ] < o Al
1 FieldiD Field Description Mandatory? [
2 Al 15 this a project or a action? Choose whether this is categorized as 3 project or action from the drop-down menu. ¥
3 [¥] Project or Action Name The name of the project o action. Y
4 A3 ¥ (Optional) Provide the subcategory of the project or action, if applicable, as defined in the GSP [i.e., Tier 1/2/3, Group 1, etc). N
5 AL Brief Eriefly describe the project or management action (Character limit 2000 characters). ¥
Select all applicable types that are applicable to the project or management action from the drop-down list. Multiple selections allowed. Selections
AS Project or Management Action Typels) are delimited with a semicolon. ¥
[ ** To remove a selection from the fieid, re-open the drog-down meny and re-seiect the option to remove t
Canditional - Required if "Other”
Asia) Type Other Description It "Other” was selected for 2pplicable PMA type, provide a description of that type here. Leave blank if “Other” was not selected. is selcted for applicable project
7 or action ype
Select the lead GSA(s) from the list. Multiple are allowed. Type into cell to narrow search results. Contact
g Lead Implementing GSA GSPSUDMITIal@WaLer.ca gov if the GSA J08S NOt APPEar on the drop-down list ¥
E =* To removs 8 Selection from e Jiid, re-0pen The drog-aowe MEny and re-¢ & BpToN 10 remove it
Salect ather imp! g GS4(<) from the ligr, Multiple selections are llowed 11 10 nBrrow SEarCh results, Contact
A7 Other Implementing GSA[s) GSPSubmittal @water.ca gov if the GSA does not appear on the drop-down list N
9 ** To remove & selection from the field, re-open the drop-down menu ond ré-select the option o remave it
10 8.1 Is the location known? Select whether the projest o action location is kngwn from the dropdown menu ¥
Conditional - Required if "No" is
B.ja} Explain why the location is not known. If the location of the project is not known, provide an explanation. selected for *Is the location
1 known?"
Conditional - Required if “Yes®
8.2 Location(s) Description Briefly describe the location(s) of the project or management action. is selected for *Is the location
1 known?
7 Conditional - Required if “Yes"
B3 Covers entire basin? _her the project or management action covers the entire basin [i.e., the project is not associated with 3 specific location). is selected for *Is the location =l
s e R R HEE———— an
Batch Import Spreadsheet | Field Descriptions () [l ] [+]
Ready T2 Accessibility: Good to go L@ Display Settings H @ B -—h——+ 1%

Figure 11. Screenshot of the Batch Import template. The “Field Descriptions” tab is highlighted.
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8. Selections in certain fields can result in corresponding fields graying out in the same row. Do not
enter text into these grayed out fields.

M N Seap et S E a Li] g
B.2" - Does the B.2(a]" - If no expected initiation
- il 2 andlor completion date iz provided, - o -
w:;l 'hg;:;“ :;;:-‘:mnnnn PAoks .h”. b deseribe the conditions that would B.3" = Empected Euﬂ-:uud .ﬂFJ .d‘o’:sls C.lla)l" = Desoribe w
o trigger implementation andlor initiation year e estimated cost are unkr
action shall be implemented and completion e e completion yean known?
1 date?
2 [Test Yes ik 2020 205
Al T
4 | Initiation and Completion
8| | Select whether the project or 8
g { management action has an
H | expected initiation date and
9] | completion date from the
0| | dropdown menu.
] |
12|
13 |
"
15|
% |
w|
18 |
1|
el +
|
&)
o {
2]
o
= 4
B

Figure 12. Screenshot of the Projects and Management Action Batch Import template spreadsheet. A grayed-
out field is highlighted indicating that the user should not fill out this field.

9. After filling out the Batch Import spreadsheet, close the spreadsheet. If the spreadsheet is not
closed, the spreadsheet will not upload correctly. Return to the “Project or Management Action
Import” page. Upload your completed Batch Import spreadsheet by clicking to upload or dragging
your file into the indicated space.

10. Click the “Import Data” button.

Wiskcome, SGMA Test! 0227/2024
) Sign Oui | 3 Feedback | & My Profle

/4 Department of Water Resources
-{GOV SGMA PORTAL

= Amematives © Adjudicated Areas C Basin Modfication I Monitaring Metwork 10 File Transler

Step 1. Deviload the impart Project or Managemest Action Excel template

Step 2 Populate the mpon Project or Management Action Excel template wih all required infarmation (inst = in the lemplate)

Step 3 Upliaad the papulated impon Prejeet or Management Action Exoel iemplate and ek on Trpor D 9 process

Figure 13. Screenshot of the Projects and Management Action Import page. The area to click or drag the
spreadsheet is highlighted as Step 9. The “Import Data” button is highlighted as Step 10.
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11. If there are errors in the Batch Import template, an “Error(s)” popup box will appear which will
indicate the corresponding row that the error is located in and the field that contains the error. No
PMAs are imported if there are errors. If the “Error(s)” popup appears, fix the indicated errors on the
Batch Import template and re-upload following the directions in the previous step.

Errors)

Impart unsuzeesshl
Fow 2

The A4 Sild is required

Figure 14. Screenshot of “Error(s)” popup box. The text in the popup box is highlighted which provides the
corresponding row of the error and the field that contains the error.

12. If there are no errors, a “Success” popup box will appear indicating that the upload was
successful. The “Success” popup box indicates that the PMAs were submitted to the Projects and
Management Actions Module.

Success

1 project of managemen aclions impored

Figure 15. Screenshot of the “Success” popup box, indicating that the PMAs were uploaded successfully.
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13. After successfully uploading the Batch Import template, the PMAs will appear in the “My
Projects/Management Actions” page.

" Department of Water Resources
GOV SGMA PORTAL

A Home: EGsA GSP = Amcnatves B Adudicated Areas (B Bansin Maodification

v | 2 e e —

G5} Statun Updated By Lant Uipdated Actioadsh

Progect Kame & GIA

SUBMITTED SEMA Tost 0N2OR0E

O Tail Prossct2 SOMD Tast 5089 VOSEMITE SUBMITTED S Tiekt

& st Prosec SO Test 5.063 YOSEMTE SUBMITTED DG Test
i | FY

O Tl Prossci 4 SO0 Tast 5-06% YOSEMITE SUBMITTED S, Tt NI

Showing 110 4 of 4 entiies Previous i

Figure 16. Screenshot of the “My Projects/Management Actions” page highlighting the newly uploaded PMA
that was imported via the Batch Import template.
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3.1.3 How to Enable VBA Macros in the Batch Import Template
The following two methods can be used to enable macros within the Batch Import template. Enabling
macros should be done at the User’s discretion and should follow the User’s organizational policies.

Enabling macros may be blocked by some organizations’ security settings. If the following methods
are not available due to organizational security settings, the User should contact their organization’s
administrator. Additionally, the User can contact GSPSubmittal@water.ca.gov for further assistance.

3.1.3.1 Enabling VBA Macros within the Workbook Only
If the User opens the file and finds that the macros have been blocked within the workbook, the User
can change the settings to run the macros for the file only.

1. The User may see a “Security Warning” banner at the top of the Excel file. If this banner appears,
click “Enable Content”. If this banner does not appear, go to Step 3.

»:1'; SECURITY WARNING Macros have been disabled. Enable Content x ‘

Figure 17. Screenshot of the “Security Warning” banner, highlighting the “Enable Content” option.

2. A “Security Warning” popup box will appear. Click “Yes” to make the file a Trusted Document. Once
the User selects “Yes”, the macros within the file will be enabled.

Q' Do you want to make this file a Trusted Document?

This file is on a network location, Other users who have access to this
network location may be able to tamper with this file.

What's the risk? 2

f:l Do not ask me again for network files Yes No

Figure 18. Screenshot of the “Security Warning” popup box, highlighting the “Yes” option.

3. The user may see a “Security Risk” banner instead of the “Security Warning” banner shown in Step
1. If the “Security Risk” banner appears, move on to the next step. If the “Security Risk” banner does
not appear, go to Section 3.1.3.2.

|\3£,| SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted. Learn More b4

Figure 19. Screenshot of the “Security Risk” banner.
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4. Close the file. In File Explorer, navigate to the folder where the file is saved.

5. Right click the file and click “Properties”.

1+ & > ThisPC * Windows (C:) * Users > » Downloads v D Search Downloads »p
| ~ O Name Date modified
+ Today (1) 4
[] 85 20240412_SGMA_PMA_Batch_Import 4/15/2024 4:29 PM
] Last week (1) —— 4
. Sort by >
Earlier this month (5)
. & Group by >
v This PC )
Last month (26! Refresh
: Earlier this year (32)
- 3D Objects 4 Customize this folder..
A long time ago (160)
BB Desktop T Paste
..-. Déciitaénts Paste shortcut
Undo Rename Ctrl+Z
¥ Downloads
Give access to >
b Music
New 5
= Pictures :
Properties
B videos
> %3 Windows (C) 5

Figure 20. Screenshot of File Explorer, with the saved file highlighted as Step 4 and the “Properties” option
highlighted for Step 5.

6. The Properties window will open. At the bottom of the “General” tab in the “Security” section,
check the “Unblock” checkbox. When the file is reopened, the macros will be enabled.

8. 20240412_SGMA_PMA_Batch_Import (1) Properties X

General  Security Details  Previous Versions

@ 20240412_SGMA_PMA_Batch_Import (1)

Type offile Microsoft Excel Macro-Enabled Worksheet (.xlsm)

Opens with: g Excel Change...
Location: CiUsersy \Downloads
Size: 771 KB (79.029 bytes)

Size ondisk:  84.0KB (86.016 bytes)

Created: Monday. April 15, 2024, 4:29:22 PM
Modified: Monday. April 15, 2024, 4:29:24 PM

Accessed: Today, April 15, 2024, 4:29:24 PM

Aftributes: [JRead-only [ JHidden Advanc 6
Security: This file came from another computer

and might be blocked to help protect | 22 Unblock

this computer.

Figure 21. Screenshot of the “Properties” window, highlighting the location of the “Unblock” checkbox.
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3.1.3.2 Changing Excel Settings to Enable VBA Macros
The User can change their settings in Excel to allow macros. This method will only change the settings
of Excel and will not change other Microsoft 365 Applications.

1. Open Excel. Select the “File” tab and go to “Options”.

Blank workbook Welcame to Excel Formula ttorial PivotTate tutorial Gantt project planner Simple Gantt chart

il
I
w |

More templates —+
B search
~ Recommended for You
Share as Adobe
PDF link
Export
Publish
Recent  Pinned Shared with Me
O o D el
Figure 22. Screenshot of Excel, highlighting the “Options” location.
2. Select the “Trust Center” tab.
3. Select “Trust Center Settings”.
Excel Options ? »
General -
Help keep your documents safe and your computer secure and healthy.
Formulas
Data Security & more
Proofing Visit Office.com to leam mare about protecting your privacy and security.
Save Microsoft Trust Center
Language
Microsaft Excel Trust Center
Accessibility
The Trust Center contains security and privacy settings. These settings help keep your T :
Advanced camputer secure. We recommend that you do not change these settings. | Trust Center Settings...
Customize Ribbon
Quick Access Toolbar
Add-ins
Trust Center

Figure 23. Screenshot of the Excel Options window, highlighting the “Trust Center” tab for Step 2 and “Trust
Center Settings” for Step 3.

Department of Water Resources
Sustainable Groundwater Management Office




SGMA Portal Projects and Management Actions Module User Manual

3. Select the “Macro Settings” tab.

4. Select “Disable VBA macros with notification”. This will allow the User to designate the files to enable
macros on a case-by-case basis.

Trust Center ? b

Trusted Publishers Macro Settings

Trusted Locations 4

Nizahle VRA macins withoit notifica
Trusted Documents

O [Dizable VEA macros with notification |

LISt R EEgie™™ Disable VBA macros except digitally signed macros

Add-ins Enable VBA macras (not recommended; potentially dangerous code can run)
ActiveX Settings o
) |_| Enable Excel 4,0 macres when VBA macros are enabled
Macro Settings J
Protected View Developer Macro Settings
Mess age Bar Trust access to the VBA project object model

External Content
File Block Settings

Privacy Options

Form-based Sign-in Cancel

Figure 24. Screenshot of the Trust Center options, with the location of the “Macro Settings” tab highlighted as
Step 3 and the “Disable VBA macros with notification” highlighted as Step 4.

5. When the User reopens the file, the “Security Warning” box will appear at the top of the screen. Click
“Enable Content” and follow the instructions in Section 3.1.3.1 to enable the macros within the Batch
Import template file.

() SECURITY WARNING Macros have been disabled. Enable Content x ‘

Figure 25. Screenshot of the “Security Warning” box. The “Enable Content” box is highlighted as Step 5.
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4. Updating a Submitted Project or Management Action
This section describes the process of updating data associated with submitted PMAs. The general
process of editing data associated with a submitted PMA is described in Section 4.1.

The option to submit data to Sections F (Monitoring) and G (Additional Documents) becomes available
only after the PMA is submitted. Sections F and G cannot be added by the batch import template and
must be added by editing an existing PMA. The process of submitting data to Sections F and G is
described in Section 4.2.

A description of the PMA’s implementation progress is required to be submitted on an annual basis in
Section H (Implementation Updates). At this time, implementation updates in Section H can be
submitted within each PMA’s respective page. Batch upload functionality for Section H is not available
at this time; however, this feature is planned to be added as part of the SGMA Portal’'s Annual
Reporting Module in a future update. The process for adding implementation updates to Section H is
described in Section 4.3.

4.1 Editing an Existing Project or Management Action

1. Navigate to the “My Projects/Management Actions” page. The PMAs that are associated with the
User’'s account will appear in the table. Navigate to the desired project or management action and
click the hyperlink of its name in the first column.

Department of Water Resources Wielcome. SOMA Test! (020004
WV SGMA PORTAL

© Sign 0wt | 5 Fesdbuck | & Wy Profle

= GSPF = Atematves B AdpdosiedAoeas (3 Basin Modifcation [ Moniioring Netwerk £ Fille Transfer

Figure 26. A screenshot of the “My Projects/Management Actions” page. The hyperlink under the first column
is highlighted as Step 1.
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2. The “Edit Project/Management Action” page will load.

3. Use the “>” symbol on the right side of any of the section headers to collapse or expand a section.

& Edit Project / Management Action

Project of Management Action Information

B Location

Scmm;e and Implementation 3
B :

B eenems

@ Monitoring

[ Adstional Documents

m Implementation Updates

Figure 27. A screenshot of the “Edit Projects/Management Action” page. The “Edit Projects/Management
Action” page is highlighted as Step 3. The “>” button, which can collapse or expand a section, is highlighted as
Step 3.

4. Changes to Sections A through E must be saved by using the “Update” button located at the bottom
of Section E.

# Home = GSA = GSP = Alternatives = Adjudicated Basins @ Basin Modification & Monitoring Network = State Intervention 3 File Transfer

Home / All Projects (Admin) / Edit Project Management Action

& Edit Project / Management Action

Project or Management Action Information

E Location

Schedule and Implementation

m Costs
E Benefits

Cancel

Figure 28. A screenshot of the “Edit Project/Management Actions” page. The “Update” button at the bottom of
Section E is highlighted.

5. Sections F through H do not require the User to use a save button to save changes. For further
information on editing Sections F or G, See Section 4.2. For further information on editing Section H,
See Section 4.3.
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4.2 Completing Sections F and G

The option to submit data to Sections F (Monitoring) and G (Additional Documents) becomes available
only after PMAs are submitted to the module. Sections F and G cannot be added by the batch import
template and must be added by editing an existing PMA. Please note that while Section F is currently
viewable on the PMA Module, it is currently under construction and the features are not fully available;
data will not be able to be submitted or changed in Section F until future updates of the PMA Module.

1. Navigate to the desired PMA’'s page by clicking the PMA’s hyperlink on the “My
Projects/Management Actions” page.

;14 Department of Water Resources ;h:—*;:tl';‘:—-ﬂ ﬁi-::'i'ﬁ-‘.- o
Sign One | GF Faciback | 2 Why Prok
JJGOV SGMA PORTAL

= GSP I Amematves [ AdudostedAreas (@ Dasin Modification [ Monitoring Netwerk £ Fille Transter

Figure 29. A screenshot of the “My Projects/Management Actions” page. The hyperlink under the first column
is highlighted as Step 1.

2. On the PMA’s page, navigate to Section F. The table will display the wells in Monitoring Network
Module that are associated with the Lead GSA. Currently, these wells are view-only and no data can
be submitted or changed. This feature will be built out and updated in future updates of the PMA
Module.

Monitoring ‘
RP GS Well Perforation  Perforation
Local Manitoring Elevation Elevation Depth Top (ft. Bottom (ft. Latitude  Longitude,

Site Code Well Name  Associzted GSA Network Type (ft.} (ft] [ft. bas) bps) bags) IN] ™

JE00EZNTIGEE4IVO01 T T - o Tt SGMA 14143 34043 25.0082 -110.8541
Representatve

2B8048M1201907W001 SGMA 23335 23235 18,3048 -120.107
Representative

250852M119ETROVI01 SGMA 180.30 37830 35.9852 -119.8700
Representatve

J5055ZN 1198441001 SGMA 12587 32637 359552 -119.8441

Representative

Figure 30. A screenshot of Section F showing the Lead Agency’s wells.
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3. 0On the PMA’s page, navigate to Section G. Click the “Upload Project Document” button. The Project
Document Form popup box will appear.

Additional Documents
# Upload Project Document Search:
Ttk & 3 File or URL Upicaded Date Action(s)
No data avslable in able
Showing 0 to 0 of 0 entries Previous Next

Figure 31. A screenshot of Section G. The “Upload Project Document” box is highlighted.
4. Fill out the required information on the Project Document Form popup box.

5. When completed, click “Save”.

Project Document Form

Title

Description

« DOCUMENT FILE
File Attachment

Click fo upload
OR
drag files here

® Required Field(s) e Condilionally Required Field(s) | sa | Cancel

”

Figure 32. A screenshot of the Project Document Form. The form’s fields are highlighted as Step 5. The “Save’
button is highlighted as Step 6.

6. The uploaded document will now appear in Section G.

&) Additional Documents .
i =+ Upload Project Document | Search:

Tith 4 pescription Fllé of URL Uploadad Dats Action|s)
Document 1 {et fike docx (12, 8xB 0412024 11:54 AM GE

Showing 1 to 1 of 1 entries Frevious 1 Mext

Figure 33. A screenshot of Section G. The newly uploaded document in the table is highlighted.
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5. Providing PMA Implementation Updates — Completing Section H
This section outlines the process of adding new PMA Implementation Updates to the PMA Module.

The new Implementation Updates feature provides agencies with the ability to report and track
progress on the implementation of their PMAs over time. Implementation Updates are submitted to
the agencies’ existing PMAs on the PMA Module. The updates consist of providing the status of the
PMA during each water year (WY). Depending on the status of the PMA, other information may be
required to be provided, such as a description of the PMA’s progress, benefits accrued, and new
funding obtained.

Per 23 CCR § 356.2(c), Annual Reports must include a description of progress towards implementing
the Plan, including the implementation of projects or management actions since the previous annual
report. At least one Implementation Update per water year will be required for each PMA starting in
the WY 2025 Annual Report. Implementation Updates may be submitted at any time, but at least one
update for per water year is required for each PMA by the time that Annual Report submissions are
due (April 1st of each year).

The SGMA Portal provides the following three methods for GSAs to submit implementation updates for
their PMAs, which are explained in subsequent sections of this User Manual:

1. Submitting an Individual Implementation Update to a PMA in Section H (See Section 5.1.1)
2. Batch importing Implementation Updates to multiple PMAs simultaneously (See Section 5.1.2)
3. Submitting Implementation Updates via the Annual Reporting Module (See Section 5.2)

Regardless of the method that is used to submit the Implementation Updates, the Implementation
Updates for each PMA are stored in Section H on the respective PMA page.
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5.1 Providing Implementation Updates via the PMA Module

5.1.1 Adding an Individual Implementation Update

1. Navigate to the PMA’s page that you want to add an Implementation Update to by clicking the PMA’s
hyperlink on the “My Projects/Management Actions” page.

Wilelcome, SOMA Test D000

Department of Water Resournces
: ) Sign Out | (5 Foestback | 8 by Profis

GOV SGMA PORTAL

= GSA G5F = Ammmatves [ AdudcsedAress 3 Basin Modiication [ Monitoring Network £ File Transfer

My Projects / Management Actions
Pop— o

Prject Hame 1 =Y Basin ¢ Sutbasn oAb Stutun Upaate By LastUpasted = Achonis)

Figure 34. A screenshot of the “My Projects/Management Actions” page. The hyperlink under the first column
is highlighted.

2. On the PMA’s page, navigate to Section H. Click the “New Implementation Update” button. The
Implementation Updates form will appear.

E Monitoring

K<) Additional Documents

m Implementatic 2

4 Mew Implamentation Update Search: :l
Water Year Updates Status Updated By Submitted Date Files Action(s)
Firal Test Cenceptual Reanna Ennis 031072023 cetd
14:38:40
Showing 1 to 1 of 1 entries Previous |T Next

Figure 35. A screenshot of Section H. The “New Implementation Update” button is highlighted.
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3. Fill out the required information on the Implementation Updates Form. The required fields will
change depending on the selected option in the “Status” field. The red asterisk (“*”) indicates whether
a field is required.

4. If “Conceptual”’, “Planning”, “Construction”, “Ongoing”, “Completed - Accruing Benefits”, or
“Completed - Benefits Fully Realized” are selected for the “Status” field, then there will be several
required follow-up questions (Questions 4 through 7).

Please note that if “Completed - Benefits Fully Realized” is selected, then subsequent future
Implementation Updates will not be required to be provided for the PMA. Select this option if the PMA
has been completed and the GSA expects to provide no future updates on this PMA.

Conversely, if “Completed - Accruing Benefits” is selected, then future Implementation Updates will
still be required to be provided for the PMA. Select this option if the PMA has been completed, but the
GSA can continue to report ongoing benefits from the PMA in future updates.

Implementation Updates

1. Implementation Date ® 2. Water Year ® 3. Status

Ongoing

#® 4, Describe the project or management action's progress towards implementing the plan since the previous annual report (23 CCR § 356.2(c)). (Max
characlers: 4000)

® 5. Were new sources of funding acquired?

® 6, Were quantifiable water supply benefits obtained from this project or management action?

® 7. Were other benefits obtained from this project or management action?

8.Document Description. (Max. Characlers: 2000)

File Attachment(s) - muitiple files allowed. (Click fo upload or drag files fo the box below)

Click to upload
OR
drag files here

® Required Figid(s)

Figure 37. A screenshot of the Implementation Updates form. The “Status” field is highlighted for Step 4.
Questions 2, and 4 through 7 are preceded by a red asterisk (“*”), indicating that these fields are required.
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5. If “No Update” is selected for the “Status” field, all remaining fields except for “Water Year” are

optional.

Implementation Updates

4. Implementation Date #® 2. Water Year

4. Provide an Explanation. (Max characters: 4000)

5.Document Description. (Max, Characters: 2000)

File Attachment(s) - multiple files alowed. (Click lo upload or drag files o the box below)

Click to upload
OR
drag files here

® Required Field(s)

® 3. Status

No Update

Figure 38. The “Status” field with “No Update” selected is highlighted for Step 5. Question 2, “Water Year”’, is

another required field on the form.

6. If “Removed/Withdrawn” is selected for the “Status” field, the PMA will be removed from the list of
the GSA’s PMAs. The “Water Year” and an explanation are required.

After submitting this Implementation Update, the GSA will not be required to provide future

Implementation Updates to the PMA.

Implementation Updates

1. Implementation Date * 2. Water Year

® 4. Provide an explanation for withdrawing this PMA. (Max. characters: 4000)

5.Document Description. (Max. Characters: 2000)

File Attachment{s) - muitiple files aflowed. (Click to upload or drag files to the box below)

Click to upload
OR

drag files here

® Required Field(s)

® 3. Status

Removed/Withdrawn

Figure 39. The “Status” field with “Removed/Withdrawn” is highlighted for Step 6. The “Water Year” field and

the explanation field are required fields on the form.
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7. When the form is complete, click “Save”.

Implementation Updates

1. Implementation Date ® 2. Water Year ® 3. Status

2025 Ongoing

® 4, Describe the project or management action's progress towards implementing the plan since the previous annual report (23 CCR § 356.2(c)). (Max.
characlers: 4000)

Description of PMA

® 5. Were new sources of funding acquired?
® 6. Were quantifiable water supply benefits obtained from this project or management action?
® 7. Were other benefits obtained from this project or management action?

® §.Document Description. (Max. Characters: 2000}

Decument Upload Description

File Attachment(s) - muitiple files aliowed. (Click to upload or drag files fo the box below)

Remove file

# Required Field(s)

Figure 40. Screenshot of the Implementation Updates form. The “Save” button is highlighted for Step 7.

8. After saving, the update will appear in Section H on the PMA’s page.

Monitoring

Additional Documents

[ implementation Updates
[ 4 New implementation Update | Search

Water Year Updates Status Updated By Submitted Date , Files Action(s) 8
2025 Description of PMA Ongoing Reanna Ennis 031012025 I cef
15:02.20

Showing 1 to 1 of 1 entries Previous 1 Hext

Figure 41. Screenshot of Section H - Implementation Updates on the PMA’s page. The recently submitted
implementation update is highlighted for Step 8.
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5.1.2 Batch Import Method - Adding Implementation Updates
1. Go to the My Projects/Management Actions page. Click the “Implementation Update - Batch
Update” icon.

Department of Water Resources Welcome, . 03105/2025
© Sign Out | & Feedback | & My Profile
fele)

V SGMA PORTAL

1 Home =GSA =.GSP = Allematives = Adjudicated Basins & Basin Modification & Monitoring Network = Stale Intervention 13 File Transfer

Home / My Projects

My Projects / Management Actions
+ New PMA X PMA Import 2 PMA Export & implementation Update - Batch Update Search: I:l

Fiter by GSA + || Fiter by GSP » || Fiter by Basin 7 Subbasin + 1
Project
PMAID Name GsA Basin/ Subbasin GSP(s) Status Updated By LastUpdated ¥ Action(s)
5020 PMA O (5 PMAS SRR AR 510 S6RD CONCEFTUAL — 5.};;;22%5
G020 FMAS G EMAS SGMO GSA 0-000 SGMO 0000 SGMO NO_JPantE SGMO User
S0 PMAS  GEMAY SGMO GSA 0-000 SGMO 0000 SGMO REMOVED_WITHORAWN  55M0 User o%gu;:{:ga
5020 PMA3 @ PMAZ SGMO GSA e s —_— CONCEPTUAL J——— o%sng :Si 5
S0 PMAZ G PMAZ SGMO GSA 0-000 SGMO 0-000 SGMO ONCCEIC SGMO User D?SUZ _‘gfﬁ
5020 PMA1 @ PMAT SGMO GSA T o, CONSTRUCTION P— 030512025

Figure 42. Screenshot of the “My Projects/Management Actions” page. The “Implementation Update - Batch
Update” button is highlighted for Step 1.
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2. Select a basin/subbasin from the dropdown menu.

Only basins that correspond to the GSA(s) that the User is associated with will appear in this menu. If
the desired basin/subbasin does not appear in the menu, go to Section 6 for instructions on granting
User Permissions.

3. Select an option for downloading the batch update spreadsheet. These selections will partially pre-
populate the spreadsheet with information from the PMAs.

The first option, “All PMAs associated with the basin or subbasin”, will download a pre-populated
spreadsheet with all PMAs associated with the selected basin/subbasin.

The second option, “All PMAs that require an update (# of Updates = 0)”, will download a pre-
populated spreadsheet with PMAs from the basin/subbasin that do not currently have an associated
Implementation Update for a selected water year. If this choice is selected, a box to type in the water
year will appear. Type the year in the box.

4. After making the selections, click “Download Excel Template”.

Department of Water Resources Welcome, 031012025

GOV SGMA PORTAL

© Sign Out | &5 Feedback | & My Profile

AHome SGSA = GSP = Atematives = Adjudicaled Basins (@ Basin Modification  ( Monfloring Network = State Intervention £33 File Transfer

Home | All Projects (Admin) / Implemeniation Updates Balch Imporn

PMA Implementation Updates - Batch Import

Instructions
F

cess will batch import new implementation updates to existing PMAs in the

tion 3 1.3 in the SGMA Portal
ubMIltal@waler.ca gov

Step 1. Dawnioad the pre-filled PMA Impiementation Updates Batch Impor template. Make w10 customize which PMAS will be included on the template =

Select the Basin for the import

Select a basin | subbasin v

_ All PMAs associated with the basin or subbasin
All PMAS that require an update (# of Updates = 0 for selected water year) @

3

Step 2.  Populate the PMA Implementation U “mport Excel template with all required information (see the ReadMe tab in the template for more information)

Step3.  Upload the populated PMA Implementation Uipaates Batch Import Excel template and click “Import Data” to start the import process.

Click to upload
OR
drag files here

Figure 43. Screenshot of the “PMA Implementation Updates - Batch Import” page. The basin/subbasin
dropdown menu is highlighted for Step 2. The two options for downloading the batch update spreadsheet are
highlighted for Step 3. The “Download Excel Template” button is highlighted for Step 4.
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5. Open the newly downloaded excel file. Macros must be enabled for the spreadsheet to work
correctly. See Section 3.1.3 for instructions to enable macros.

The “PMADB ID”, “PMA ID”, “PMA Name”, “Basin”, “Lead GSA(s)”, and “GSP” columns will be pre-
populated depending on your selection in the previous step.

File Home Insert Draw Page layout Formulas Data Developer Review View Automate Help Acrobat

¥ — — NE e . — J— — 2
A Cut Calibri Ji A A =EE= % [Bwepre Time . B B B = [ | I Autosum
B copy - B I U-M.e d.A. = === § « 9 9 &) o) Conditional Formates Cell | Insen Delete Format B2~
< Format Painter = sl ERR bl S Formatting~ Tablev Styles~ | v~ v & Clear~
Clipboard & Font & Alighment [ Number [ Styles cells 2
K53 ~ I
A B E o E F c H
Epa.ge PMAID PMA Name Lead GSAls) Basin GSP | Implementation Date ‘ Water Year *
2 433 5-023_PMA_O FMAE | SGMOGSA 0-000 SGHMD 10-0005GMD
3 940 5-029_PMA_1 FIA 1 SGMOGSA 0-000 SGMT 0-0005GMD
4 341/5-023_PMA_Z FMAZ SGMOGSA 0-000 5G40 0-0005GMD
5 942 5-029_PMA_3 FMAS SGMOGSA 0-000 S5MT 0-00056M0
6 343 5-029_PMA_4 FMAG SGMOGSA 0-000 55M0 0-00056M0
944 5-029_PMA_S PMAS SGMOGSA 0-000 5540 0-0005GM0
8
3

0 |
1
! I I

Figure 44. A screenshot of the downloaded excel sheet. The pre-populated columns are highlighted for Step 4.

6. If you do not wish to upload an Implementation Update to a certain PMA, you can delete the entire
pre-populated row. You must delete the entire row - do not delete cells or shift cells, or you may import
the Implementation Updates to incorrect PMAs.

To delete the entire row, right-click on the row heading (the number which labels the rows) on the left
side of the spreadsheet to highlight the entire row. A menu will appear.

7. Click “Delete” in the menu. The row will delete.

File Home Insert Draw  Page Layout Formulas Data Developer Review View  Automate Help  Acrobat

D & Cut | Calibri A A A = |E| = ¥~ | 25 wrap Text | General ~| @ @ Fj — ﬁg E

[ Copy  ~

Paste B I U+ Sie Mo A = = =|e= 3= v 0 9 0om Conditional Formatas — Cell Insert Delete Fc
~ < Format Painter == - == Ti= = b % 70 Formatting v Table v Styles v v .
Clipboard N Font 1] Alignment [F] Number 1] Styles Cells
A7 v i fr 944
i B C il E E G

PMI'“DDB PMAID PMA Name Lead GSAls) (fisrn GSP el et [T

1
. SGMOGSA 0-000 SGMO 0-000 5GMO
3’_ oA A% Y SCMOGSA 0-000 SEM0 0-000SGMO
q [ SGMOGSA 0-000 SGMO 0-000 5GMO
- v DEP L oen 0o

q G A H G 8 SGMOGSA 0-000 SGMO 0-000SGMO

. Tz P JLaLE) SCMOGSA 0-000 SGMO 0-000 SGMO
[T ——r |SGMOG5A [0-0005GMO [0-000SGMD
2[| Search the menus ‘
ql
1
i & Cut
E

[@ copy
4

[8 Paste Options:

Paste Special...

Delete

Clear C

El Eormat

Figure 45. A screenshot of the Batch Import excel template. The row heading area to right-click is highlighted
for Step 6. The “Delete” option in the menu is highlighted for Step 7.
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8. Fill in the required columns. Required fields are marked with a red asterisk (“*”) and conditionally
required fields are marked with two blue asterisks (“**”).

The required fields will change depending on your selections in certain fields. The spreadsheet will
gray out fields that are no longer required depending on your selection in other fields.

9. To read more about field descriptions and requirements, go to the “Field Descriptions” tab.

1 ’ K L M : N
Describe the projest or manage:
tov ards implementing the plan

Were nex sources
Pravide an explanation for withdiawing the ;
B af funding

‘ No Update - Provide an explanation. Saloot Funding Sources **

| acquired?

8

9

ReadMe  Batch Import Spreadsheet  Field Descriptions 35 : 4

Figure 46. A screenshot of the Batch Import Spreadsheet for Implementation Updates. Grayed out fields on the
spreadsheet are highlighted for Step 8. The “Field Descriptions” tab is highlighted for Step 9.

10. After the spreadsheet is completed, close the spreadsheet. Go back to the PMA Implementation
Updates - Batch Import page. Upload the completed spreadsheet by clicking to upload or dragging the
files into the upload box.

11. After you upload your spreadsheet, click the “Import Data” button.
PMA Implementation Updates - Batch Import

Eraaa———
e
| Instructions
Foliow the instructions below to import the PMA Implementation Updates Batch Import template. This process will batch import new implementation updates 1o existing PMAS in the
[N soloctod basinsubbasin. The implementation updates can be found in Section H on each PMA's page

Excel macros must be enabled on this spreadsheet for the batch up
Projects and Management Actions Modul r Manual provided on

process to work co
SGMA Portal Resor

instructions on enabling macros, please see Section 3.1.3 in the SGMA Portal
vebpage. For more assistance, please contact GSPSubmitial@water.ca.gov.

Step 1. Download the pre-filled PMA Implementation Updates Batch Import template. Make selections below to customize which PMAs will be included on the template

Select the Basin for the import

Select a basin / subbasin b

© All PMAs associated with the basin or subbasin @
O All PMAs that require an u, . of Updates = 0 for selected water year) @

Step 2. Populate the PMA Implementation Updates Baich Import Excel template with all required information (saah2 ReadMe tab in the template for more information).

Step 3. Upload the populated PMA Implementation Updates Batch Import Excel template and click "Import 1 0 1e import process,

Click to upload
OR
drag files here

11

Figure 47. Screenshot of the “PMA Implementation Updates - Batch Import” page. The box to upload the
completed spreadsheet is highlighted for Step 10. The “Import Data” button is highlighted for Step 11.
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12. If you have errors on your uploaded spreadsheet, an “Error(s)” popup box will appear. This means
that no Implementation Updates were imported. Fix the indicated errors on your spreadsheet and re-
upload.

Error(s)

Import unsuccessful
Row 2
> The Water Year field is required
Row 3
> Water Year "XXX" is invalid
> The Water Year field is required

Figure 48. A screenshot of the “Error(s)” popup box, indicating which rows in the uploaded spreadsheet contain
errors.

13. If there are no errors on your spreadsheet, you will get a “Success” popup box indicating that your
Implementation Updates have been uploaded successfully.

Success

1 PMA Implementation Update(s) imported.

Figure 49. A screenshot of the “Success” popup box, indicating that the Implementation Updates were uploaded
successfully.

14. After the batch import process is completed, you will be able to see the newly imported
implementation updates in Section H of the respective PMAs.

—— Additional Documents >
. Implementation Updates v
| =+ New Annual Update Search:
Water Year Updates Status Updated By Submitted Date Files Action(s) 14
2025 Description of PMA Ongoing Reanna Ennis 03/10/2025 ) GoH

05:28:32

Showing 1 to 1 of 1 entries Previous

1 Next

Figure 50. A screenshot of Section H on a PMA’s page, highlighting the newly imported Implementation Update
for Step 14.
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5.2 Providing Implementation Updates via the Annual Reporting Module
The PMA Module page within the Annual Reporting Module was developed to allow GSAs to verify and
add Implementation Updates to their PMAs as needed prior to submitting their Annual Report.

The User can navigate to the Annual Reporting Module through their GSP Dashboard. For more
information about the Annual Reporting Module, see the GSP Annual Reporting Module User Manual.

1. While editing an Annual Report within the Annual Reporting Module, click Section G - “PMA Module”
on the sidebar. You will be taken to the “PMA Module” section.

Weksome, 030072025
© Sign Owt |G Feedbark |

Department of Water Resources
)V SGMA PORTAL

L tematives = Adjudiceied Basins @ Basin Modificaton  C Monioring Network = State Inierveation

0000 SGMA GEF

Showing 110 8 of 8 entries

‘ Option 2

Figure 51. A screenshot of the Annual Reporting Module. Section G on the sidebar is highlighted for Step 1.

2. The table shows the PMAs within the basin. The “# of Updates during WY” column shows the number
of Implementation Updates that have been provided for the water year (corresponding to the water
year of the Annual Report). Note that the table does not show PMAs that have been previously
removed/withdrawn.

Option 1 2
oo e ]3] =
MA 1 1

5029 PMA 1 P SGMA GSA 0-D00 SGMA GSP G
5029 PMA 4 PMA 4 SGMA GSA 0-000 SGMA GSP 1 G
5020 PMA 5§ PMA S SGMA GSA 0-000 SGMA GSP 0 27
5029 PMA 3 PMA 2 SGMA GSA 0-000 SGMA GSP 0 G
5028 PMA 2 PMA 2 SGMA GSA 0-D00 SGMA GSP 1 (1
5020 PMA 0O PMAE SGMA GSA 0-000 SGMA GSP 1] £

: [ '
Showing 1 to 6 of & entries Previous 1 Next

Figure 52. A screenshot of the table containing the PMAs within the basin. The “# of Updates during WY” column
is highlighted for Step 2.

Department of Water Resources
Sustainable Groundwater Management Office



https://sgma.water.ca.gov/portal/resources/data/gsp_annualreport/public/GSP%20Annual%20Reporting%20Module%20User%20Manual.pdf

SGMA Portal Projects and Management Actions Module User Manual

3. There are two options to provide Implementation Updates within the Annual Reporting Module.

Option 1 allows Users to submit their Implementation Updates directly within the table. This option
uses the same form described in Section 5.1.1 to provide the implementation updates individually to
each PMA. For instructions for using Option 1, go to Section 5.2.1.

Option 2 allows Users to batch import their Implementation Updates to submit multiple updates to
multiple PMAs simultaneously. For instructions on using Option 2, go to Section 5.2.2.

5.2.1. Option 1 - Adding Individual Implementation Updates in the Annual Reporting Module
1. Navigate to “Option 1” within PMA Module section of the Annual Reporting Module. In the table,
navigate to the desired PMA. Click the icon in the “Action” column.

E PMA Module (Optional)

Optional: This section & optional for tha WY 2024 Asnual Repart, Thiz section will ba rquired starting in the WY 2025 Annual Repert

projects and management actons from the PRLA Module. Pro &5 a5 neaded directy within the table by o

cking

e" column. Af least 1 implementation update per water year is required for each PMA
Option 2 Provide yous implémentstion updates wia the Bateh Impart Templste spresdahest. A pre-filed spreadshest ean be downloaded. At least
1 impiementason update per water year is required for each FMA
|
Option 1
PMAID 4| Peaname | Lead GSA() + | csPE s #of Updaiss ounng WY  § | Action
5005 PMA 1 PAA 1 SGMA GEA 0.000 SEMA GEF [ 1
PMA 4 SEMA G4 0.000 SEMA GEP -1
5025 PMA 5 Ph EGMA GEA 0000 SEMA GEF a ]
S 0% PA SEMA BSA 0.000 SGMA GEP £
5029 PMA ; PVA 2 EGMA G54 000 SGMA GEF [
DA & SGMA GSA 0.000 SGMA GEP 1
Showing 1 to & of  entries Previous 1 Mext

Figure 53. A screenshot showing the table in Option 1. The icon in the “Action” column is highlighted for Step 1.
2. The Implementation Updates form will pop up. Fill out the required information.

For more information about the fields and the required information on this form, see Section 5.1.1,
starting at Step 4.

sl report (23 CCR § 358 2(e]). (Max
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Figure 54. A screenshot of the Implementation Updates form. The fields are highlighted for Step 2.

3. Once you have completed the form with the required information, click “Save”.

Implementation Updates

1. Implemsntation Date ® 2 Wister Year

# 4 Describe the project or management action's progeess tawards implementing the plan since the previous annual report (23 CCR § 356 2(c]). (Max
characars: 4000)

5 Document Description. (Max. Characters: 2000)

Filt Attachment(s] - mufsple Files affowed. [Cick 1o ucload or drag fies

Figure 55. A screenshot of the Implementation Updates form. The “Save” button is highlighted for Step 3.
4. After the update saves, this Implementation Update will be reflected in the table’s “# of Updates
during WY” column.

B ow exracton EPMA Module (Optional)

E GW Extraction Methods

Optional: This section is optional for the WY 2024 Annual Report. This section will be required starting in the WY 2025 Annual Repon

E Total Water Use Follow the steps below to import implementation updates to the projects and management actions included in the PMA Module for the
basin/subbasin. Per 23 CCR § 356.2(c). in the Annual Report submittal, the Agency is required to provide a description of progress towards

E Change in Storage implementing the Plan, including the implementation of projects or management actions since the previous annual report. There are two options
for submitting this content

E Monitoring Network Module Option 1. Review your projects and management actions from the PMA Module. Provide updates as needed directly within the table by clicking
the icon in the "Update” column. At least 1 implementation update per water year is required for each PMA.

Option 2 Provide your implementation updates via the Batch Import Template spreadsheet. A pre-filled spreadsheet can be downloaded. At least
1 implementation update per water year is required for each PMA

Option 1
PMA D 4| pmamame 4| LeadGsafs) 4| csrm) 4 # of Updatsas during q
5020 PMA 1 SGMA GSA 0-000 SGMA GSP 1 4
5025 PMA 4 PMA 4 SGMA GSA 0-000 SGMA GSP !
5026 PMA S PMA S SGMA GSA 0-000 SGMA GSP @
PMA 3 SGMA GSA 0-000 SGMA GEP [] G
PMA 2 SGMA GSA 0-D00 SGMA GSP ]
PMA & SGMA GSA 0-000 SGMA GSP i] ]
Showing 1 1o 6 of 6 entries Previous |T Next

Figure 56. A screenshot showing the table in Option 1. An entry in the “# of Updates during WY” column showing
a “1” is highlighted for Step 4. This indicates that the Implementation Update has been submitted.
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5. After you submit an update through this table, you can view the update on the PMA’s page. You can
navigate to the page by clicking the hyperlink in the “PMA ID” column. The PMA'’s page will open in a
new tab.

B v exraceon PMA Module (Optional)
EG'.‘;‘ Extraction Methods

Optional: This section is optional for the WY 2024 Annual Repont. This section will be required starting in the WY 2025 Annual Repon
Surface Water Supply

E Total Water Use Follow the steps below to import implementation updates to the projecis and management actions included in the PMA Module for the
basin/subbasin. Per 23 CCR § 356 .2(c), in the Annual Report submittal, the Agency is required to provide a description of progress towards

E Change in Storage | implementing the Pian, including the implementation of projects or management actions since the previous annual report. There are two options
for submitting this content:

Monitoring Network Module Option 1. Review your projects and management actions from the PMA Module. Provide updates as needed directly within the table by ciicking
the icon in the "Update™ column. At least 1 implementation update per water year is required for each PMA.

R Mok Option 2 Provide your implementation updates via the Batch Import Template spreadshest, A pre-filled spi &t can be downloaded. At least

1 implementation update per water year is required for each PMA
n GSP Annual Report

[ 55P Annusl Report Susminal ‘ Opfion 1 |
PMAID 4l p ame  %| Lead GSAfs) 4| csep) = #0f Updalos durlng WY & | Action
5029 PMA 1 SGMA GSA 0-000 SGMA GSP 1 [
50 A g 5 SGMA GSA 0-000 SGMA GSP % e
2 5 Proow SGMA GSA 0-000 SGMA GSP o
PMA 3 SGMA GSA 0-000 SGMA GSP [ [
PMA 2 SGMA GSA 0-000 SGMA GSP 1 [
PMAE SGMA GSA 0-000 SGMA GSP [ (=7
Showing 1to 6 of § entries Previous ‘I| Next

Figure 57. A screenshot showing the table in Option 1. A hyperlink is highlighted for Step 5 in the “PMA ID”
column.

6. Navigate to Section H of the PMA page. The Implementation Update that was just submitted through
the Annual Reporting Module will be viewable and editable within this section.

) ‘Monitoring > ‘
= ‘Adcilional Documents ? ‘
Implementation Updates v ‘

‘Water Year Upaates status Updated By Submitted Date Flies Action(s) 6

2021 [Example] Canstruction began for the PMA. Conssuction Reanna Ermis Ce®

2020 [Example] Permils are being secured for the PMA Plarning RAeanns Ermis 0102025 =X 8-
12:28:13

2019 [Exampie] The PMA is conceptual and will be implemented when funding is Conouptunl Reanna Ermig OV 12025 1] K- 0§
secured. 122787

Showing 1to 3 of 3 entries Previous Next

Figure 58. A screenshot showing Section H of a PMA page. The Implementation Update submitted through the
Annual Reporting Module is highlighted for Step 6.
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5.2.2. Option 2 - Batch Importing Implementation Updates in the Annual Reporting Module
1. Navigate to “Option 2" within PMA Module section of the Annual Reporting Module.

Select an option for downloading the batch update spreadsheet. The downloaded spreadsheets are
partially pre-populated with information from the PMAs in the basin/subbasin. The selection that the
User makes will determine which PMAs are included on the spreadsheet. Make a selection between
the following options:

The first option, “All PMAs associated with the basin or subbasin”, will download a spreadsheet pre-
populated with all PMAs associated with the selected basin/subbasin.

The second option, “All PMAs that require an update (# of Updates = 0)”, will download a pre-populated
spreadsheet with PMAs from the basin/subbasin that do not currently have an associated
Implementation Update for the Annual Report’s water year. Please note that you can still utilize the “#
of Updates during WY” column in the table in “Option 1” to verify the number of updates that each
PMA has. If this option is selected, then the only PMAs that are pre-populated within the spreadsheet
are the PMAs that have “0” updates in the “# of Updates during WY” column.

2. Once you have made your selection, click “Download Excel Template”.

EgN PUA 1 P EGMA G54 04000 SGMA GEF
0z Pu 4 e Gsa 0000 SGMA GEF
54 PUA S PUAS soaagsa 0000 BGMA B5P
B i SEMA GEA 0000 SGMA GSR
EOMA G54 0000 5GMA GER

SGMA G54 0.000 SGMA OEF

Showing 1 o & of § entres Pravious

Option 2
Step 1. Make a selection 1o popuiste the excel template. Then, select I

yith the basin or subbasin. @

an update (2 of Updates = 0). @

Step 2. Popu

Step 3. Upload the isted PALA Implementst afch impo te and click on the import Data” button.

Figure 59. A screenshot of the PMA Module page within the Annual Reporting Module. The page is scrolled
down to “Option 2”. The spreadsheet download options are highlighted for Step 1. The “Download Excel
Template” button is highlighted for Step 2.
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3. For instructions and information about using the downloaded batch import spreadsheet, follow
Steps 5 through 9 in Section 5.1.2. Ensure that macros are enabled so that the spreadsheet can be
uploaded correctly (See Section 3.1.3 for instructions on enabling macros).

Come back to this step once you have completed filling out the batch import template.

4. Once you have completed the batch import spreadsheet, make sure to close the spreadsheet.
Return back to the Annual Reporting Module’s PMA Module section.

5. Drag and drop or click to upload the completed spreadsheet in the designated upload box.

6. Click “Import”.

Option 2

Step 1. Make & selection 1o populate the excel template. Then, select ‘Download Excel Template™.

) All PMAs associsted with the basn or subbasin. @

) All PMAS that require an update (# of Updates = 0). @

Step 2 Fopulate the PLiA implementation Lipdates Bafeh lmpart Template with the

Step 3. Uplead the populated PMA Implementation Updates Batch import Temp 5 o Data” bution.

Click to upload
OR

E deag files here

[ ]

Step 4. After successhully uploading the spreadshest. the “# of Updates during WY celuma in the Option 1 table will populate.

Figure 60. A screenshot of “Option 2” in the Annual Reporting Module’s PMA Module Section. The designated
upload box is highlighted for Step 5. The “Import” button is highlighted for Step 6.

6. If you have errors on your uploaded spreadsheet, an “Error(s)” popup box will appear. This means
that no Implementation Updates were imported. Fix the indicated errors on your spreadsheet and re-
upload the corrected spreadsheet.

Ermor(s)

Import unsuccessful
Row 2
> The Water Year field is required
Row 3
= Water Year 00O is invalid.
> The Waler Year field is required

Figure 61. A screenshot of the “Error(s)” popup box, indicating which rows in the uploaded spreadsheet
contain errors.
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7. If there are no errors on your spreadsheet, you will get a “Success” popup box indicating that your
Implementation Updates have been uploaded successfully.

Success

1 PMA Implementation Update(s) impored

Figure 62. A screenshot of the “Success” popup box, indicating that the Implementation Updates were uploaded
successfully.

8. After successfully uploading the Implementation Updates, the number of Implementation Updates
will automatically update in the “# of Updates during WY” column in the table in Option 1.

If you do not see the correct number of updates after successfully submitting a batch import
spreadsheet, manually reload the page.

B o xzcion PMA Module (Optional)

[ 6w Extrscion Methods

Opfional: This section & optional for Ene WY 2024 Annual Report. This section vl be required starting in the WY 2025 Annual Report.
Suriace Water Supply

E:—:._a Water Use Follow the steps below to import implementation updates to the projects and management actions included in the PMA Module for the
basin/subbasin. Per 23 CCR § 350.2(c). in the Annual Report submital, the Agency is required to provide a description of progress towards
E s o St implementing the Plan, including the implementation of projects or manag actions since the previous annusl report. There are twa options
- - for submitting this content:
Monitaring Netwark Madule Option 1. Revizw your projects and manzgemant actions from the PMA Module. Provide updates as nesded directly within the table by clicking

the fcon in the "Update” column. At least 1 implementation update per water year is required for each PMA.

L B ode Option 2 Provide your implementstion updstes via the Batch Import Tempizte shest A pre-filed spreadshest can be donmboaded. At least

1 implementation updte per water year is required for each PMA
m GSPAnnual Repont

| option 1

[ 5P snnual Repon Submin!

5029 PMA D PMAS BGMAGEA D0 s G 1 =

x] LY PUA SEMA GEA D000 SGMA GSP N

5029 PuA 2 A oA GEA oo sam ase &

5 PuA A schA GEA — o3

A PMA PMAL 'SGMA GBA 0000 SGAMA GEP =

029 PMA 5 PUAS SGMA GEA 0000 3GMA GEF e =

Showing 110 8 0f 6 entries Previous Ij Next

Figure 63. A screenshot of the table in “Option 1”. The “# of Updates during WY” column is highlighted for Step
8. All of the PMAs have 1 Implementation Update, some of which were added by using the batch import tool in
“Option 2”.
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9. After submitting Implementation Updates through the batch import tool, you will be able to see the
Implementation Updates in Section H of the respective PMAs.

| ‘Momloring ? |

& Additional Documents > |

m Implementation Updates v ‘
+ New implementation Update Search (—
water Year Updates Statuy Updated By Filon Hedion(n)
a1 [Exampie] Carstruction began for the BIA Commruiinn fizanma Crmis ceR
020 [Exampie] Pesmits are being secured for the PMA Biarring Reanna Ermis 310:2025 CeR
] [Example] The PMA i conceptual and will be implemenied when fusding is Carceptea Reanna Emnis 025 ] ce®
secured.. 22757
Shawing 1 to 3 of 3 entries Previous Next

Figure 64. A screenshot showing Section H of a PMA page. The Implementation Update submitted through the
batch import tool in “Option 2” is highlighted for Step 9.
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6. Granting Users Permissions to Projects and Management Actions
The Projects and Management Actions Module provides two ways to assign permissions to Users to
allow them access to PMAs.

Users can be provided with general access to all PMAs associated with the Lead GSA by being granted
permissions to the Lead GSA. Users that are granted permissions to the GSA will be able to access
various data on the SGMA Portal such as access to previously submitted materials by the GSA (GSP,
Annual Reports, etc.), access to the materials on the Monitoring Network Module, and the ability to
submit new materials on behalf of the GSA. The process of granting a User access to a GSA is provided
in Section 6.1.

Users can be provided access to specific PMAs without being granted full access to the Lead GSA. The
process of granting a user access to specific PMAs is provided in Section 6.2.

6.1 Assigning a User Permissions to the Lead GSA

1. While logged into the account of a User with “Admin” permissions to the Lead GSA, hover over the
“GSA” option in the menu to open the GSA dropdown list. Click “My GSAs” to be navigated to the “My
GSA Formation Notices” page.

?'4 Department of Water Resources
"GOV SGMA PORTAL

IR Hore N =CEAl = GSP = ANlemaives  [2 Adudicabed Areas [ Basin Modificsion [ Moniloring Nebwork 103 File Transter

© Submi New GSA
Weler

By Gsas
Fiease s
S Al Posted GSAs
T Al Withdravn GSAs
@ G5 Map Viewer

GSA)

Figure 65. Screenshot of the SGMA Portal. The GSA dropdown menu is open highlighting the “My GSAs” option.

2. Click the three dots under the “Action(s)” column for the desired GSA. Select “Assign Permission”
from the drop-down menu to be navigated to the “GSA User & Access” page.

© Sign Out | (& Fesdback | 4 My Profie

f Department of Water Resources Weicome, SGMA Test 041672024
o

GOV SGMA PORTAL

= GsP = Allemalives & Adpdicaled Areas 2 Basin Modification & Monitoring Nebwork 13 File Transfer

My GSA Formation Notices

+ Submmit New GSA

GSA Name (Banini status)

Showing 1to 1 of 1 eniries

Figure 66. Screenshot of the “MY GSA Formation Notices” page. The drop-down menu under “Actions” is open
with the “Assign Permission” option highlighted.
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3. In the “Grant Access” box, begin typing the name of the specified User to be added to the GSA.
Click the name of the specified User when it appears.

//2 Department of Water Resources o U‘r:":"‘ .:4-;::::::4 o
cocbuck | & My F
GOV SGMA PORTAL

@ Basin Modiicaion (% Monitoring Network €53 File Transfer

= mlemalives € Adjudicaled Aveas

Parmsion:

GSA User & Access — SGMO Test

A cunent GSA Users

Mame 4| Emait | Phone 8| Type # | Action(s)

SEMATes WiSA111 ADMIN °

+ Grant Access

To grant of change user access 0 the GSA. search and select the user
SGMO|
SGMO Test ( DWR - SGMO Test ) GSPSubmittal@water.ca.gov

Figure 67. Screenshot of the “GSA User & Access” page. The “Grant Access” box is highlighted.

4. The “Grant User Access Confirmation” popup box will appear. Choose one of the options to grant
the specified user the desired level of access to the GSA.

Grant User Access Confirmation

Are you sure you want to grant SGMO Tes! access fo the GSA7 4

Granl ADMIN Access | Grand EDTOR Access [t

Figure 68. Screenshot of the “GSA User Access Confirmation” popup box. The access options are highlighted.
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5. A “Success” popup box will appear when the User is successfully assigned permissions to the GSA.

Success

SGMIC Test has been granied access to the GSA

Figure 69. Screenshot of the “Success” popup box that appears after a User is successfully assigned
permissions to the GSA.

6. The User will now appear in the Permissions table for the GSA on the “GSA User & Access” page.
This User will now have access to all PMAs that are associated with the GSA.

/4 Department of Water Resources
/ GOV SGMA PORTAL

+ Grant Access

ehange user acoess fo the GSA. search and select the user

Figure 70. Screenshot of the GSA User & Access page, highlighting the newly added User in the table.
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6.2 Assigning a User Permissions to a Specified PMA

1. Starting from the “My Projects/Management Actions” page, navigate to the PMA that will have
permissions assigned to it. Go to the “Action(s)” column and click the three dots. In the drop-down
menu, click “Permissions”.

Department of Water Resources Welcome, oarz772024
GOV SGMA PORTAL

© Sign Out | 5 Feedback | . My Profile

= GSA = GsP = Allematives @ Adudicated Areas @ Basin Modification & Monitoring Network 13 File Transier

Home / My Projects

My Projects / Management Actions
1 + Mew Projet i = Imgon Projests A Expor Progets Search:

Project Nama GSA Basin | Subbasin GSP(s) Status Updated By Last Updated Action(s)

G Draft SUBMITTED DBI27/2024
DR:50.03

E % Edn
A Permiss
Showing 110 1 of 1 entries Previous | 1| we W

Figure 71. Screenshot of the “My Projects/Management Actions” page. The dropdown menu under the
“Action(s)” column is open, highlighting the “Permissions” option.

2. The “Project - Users & Permissions” page will load. Click the “Grant New User” button.

Department of Water Resources Weicome, - [T
O Sign Out | & Feadback | £ My Profils
/.GOV SGMA PORTAL
A Home = GSP S Allematves = Adudicaled Basins ([ Basin Modificalion (2 Moniloring Network 13 File Transfer

Home /| ANl Projects (Admin) | Project — Users & Pemissions

Project — Users & Permissions

2 Test Project 1

<+ Grant New User

Aecess DT 4 Action

Showing 0 fo 0 of 0 enfries

Figure 72. Screenshot of the “Project - Users & Permissions” page. The “Grant New User” button is highlighted.

Department of Water Resources
Sustainable Groundwater Management Office




SGMA Portal Projects and Management Actions Module User Manual

3. The User Permission form will open. Type the User's name that will be granted access into the “User”
field and select the permission type for the User in the “Permission Type” field.

4, Click “Save”.

User Permission Form

* User # Permission Type

Start typing to sasrch for user - Selectan oplion.. v

‘® Required fields

Figure 73. Screenshot of the User Permission Form. The “User” and “Permission Type” fields are highlighted for
Step 3. The “Save” button is highlighted for Step 4.

5. After the User is successfully granted permissions to the specified PMA, a “Success” popup box
will appear.

Success

Permession updated successiully

Figure 74. A screenshot of the “Success” popup box, which appears after a User is successfully granted
permissions to a PMA, is highlighted.

6. The User’s information will appear in the “Project — Users & Permissions” table for the specified
PMA. The User will now have the ability to view, edit, and provide updates to the specified PMA.

: Welcome: SGMA Test! 041072024
f% Department of Water Resources ) Sgn Ou | (5 Feedback | £ My Profle
/ot

GOV SGMA PORTAL

= Alermnatives  Adjudicated Areas 2 Basin Modification & Monitodng Network. 12 File Transfer

GSA User & Access — SGMO Test

A Current GSA Users

+ Grant Access

To grant of change user access 1o the GSA. search and select the user

Figure 75. Screenshot of the “Project - Users & Permissions” page, with the newly added User in highlighted in
the table.
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