
NEPA Document Database 
Form Instructions 

 
 
 
Go to the Planning Update form on the Web Services page and click on Insert 
Planning Document. 
 
http://stg.or.blm.gov/webservices/planning.php 
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The NEPA/Planning Document Update Form should open (see the following 
graphic).   
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Step # 1:  Data Entry 
 

Submitter Information 
 

1. If your name does not yet appear in the Select Submitter drop-down 
menu, choose New Submitter and then input your name (Submitter Name) 
and phone number.  (Once a name has been added and successfully 
submitted through to the Confirmation process, in the future it will appear 
in the drop-down menu.)   Please note that the submitter name and 
number will not appear anywhere on the website; this is for internal use 
only. 

 

 
 

 
*Please remember that once a New Submitter name has been entered 
into the database and confirmed, it will appear next time in the Select 
Submitter drop-down menu.  It should not be added again; instead select it 
from the choices in the drop-down menu. 

 
 

2. Enter the date of document submission (current) or original publish date 
(historic).  This should be the publish date of the planning document for 
historic documents.  If it is a current document, then use that day’s date.   
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3. Next, select the District Office from the drop-down menu.  After you’ve 
chosen a District Office, you will be able to select the Resource Area at 
the right if applicable.   

 
Note: The submitter District Office and Resource Area determine where 
the document will be placed on the website and what district/RA is 
displayed for that district.  
 
To facilitate multiple resource areas for one submitter, simply create 
additional submitter accounts w/ the specific RA designated for each account. 
 
 i.e.   Jane Doe ( Butte Falls) - Medford – Butte Falls 
        Jane Doe ( Ashland) - Medford – Ashland 
        Jane Doe (Glendale) - Medford – Glendale 
 
This way, each time you submit a document that needs to be placed in a 
specific RA, you already have that account created. 
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Contact Information 
 
Either select an existing contact from the drop-down menu or enter new 
information by selecting New Contact.   
 
Note: The name and number entered into these two fields will appear 
on the public website as the contact for this NEPA document.  
 
Choosing a District Office from the drop-down menu will automatically 
place the phone number for that District into the Contact Phone Number 
field.   

Document Information 
 

1. Once submitter and contact information has been entered, the form will 
then list projects for that district.  Select a project from the drop-down 
menu, or choose New Project to add another.   

 
 

2. Select the Project Status from the drop-down menu.  Choices include:  In 
Litigation, Planning Completed, Planning in Progress, Postponed, Project 
Implementation Complete, and Project Under Completion. 
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3. Designate at least one Program Area.  Multiples can be selected by 

holding the CTRL key.   
 

 
 
 

4. Select Document Type from the drop-down menu and then enter the 
NEPA log number.   

 

             
 
 

 
5. For EAs and EISs, public review date fields will appear.  If the document is 

historic, select the Historic NEPA document checkbox, as these fields are 
not required.  
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6. For Records of Decision, Decision Rationales, and Decision Records, 

public protest dates will appear.  The same applies here:  If this is an 
historic document, select the checkbox to bypass this data entry.  All other 
document types do not require any dates. 

 

 
 
 
 

7. Click the Browse button to choose a document for upload.  The document 
must be a PDF and should be under 60MB. 
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8. Enter the document summary into the text field.  (Browse previously 

submitted documents at http://stg.or.blm.gov/or/plans/nepa-search.php to 
see how this information will appear.)   

 

 
9. When you have finished filling out the form, click Submit.  Please note that 

no empty fields will be allowed. 
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Step #2:  Confirmation 
 
All content is displayed for confirmation purposes.  Please review it for accuracy 
and either cancel and start over (Restart Data Entry) or press Confirm and 
Update DB. 
 

 
 
 
Click OK when prompted to add your document to the database.  
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Step #3:  Database Insertion 
 
The next screen confirms that the information has been added to the database.  

 

 
You may now go here 
 
 http://stg.or.blm.gov/or/plans/nepa-search.php 
 
or click on the District planning link at the bottom of the screen to view your 
document. 
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