
North Platte Decree Committee Meeting  

Final Minutes 

October 22, 2015 

 

Attendees: 
Representatives of the North Platte Decree Committee: 

Carlie Ronca, NPDC Chair / Bureau of Reclamation (Reclamation) 

Erin Light, Colorado Division of Water Resources (CO-DWR) 

Patrick T. Tyrrell, Wyoming State Engineer’s Office (WY-SEO) 

Gordon W. “Jeff” Fassett, Nebraska Department of Natural Resources (NE-DNR) 

 

Others in Attendance: 

Gordon Coke  The Flatwater Group (NDNR) 

Tracy Zayac  North Platte NRD 

Melissa M. Mosier NE-DNR 

Tom Hayden  NE-DNR 

Tim Freed  NE-DNR 

Lyle D. Myler  Reclamation 

Mahonri Williams Reclamation 

Art Hill  Reclamation 

Brad Cannon  Reclamation  

Matt Wells  Reclamation 

Michael Smith  Reclamation 

Rob Foreman  WY-SEO 

Matt Hoobler  WY-SEO 

Sue Lowry  WY-SEO 

Brian Pugsley  WY-SEO 

Beth Ross  WY-SEO 

Wray Lovitt  WY-SEO 

Kent Becker  WY-SEO 

Randy Tullis  Self 

 

The North Platte Decree Committee (NPDC) meeting began at 1:00 p.m. MT on October 22, 

2015, at the Goshen County Fairgrounds in Torrington, WY. Carlie Ronca, the current NPDC 

chair, conducted the meeting. 

 

1. Introductions 

Mr. Fassett was officially introduced as Nebraska’s representative on the NPDC. 

 

2. Review Agenda 

A draft proposed agenda was distributed to the NPDC members on September 24, 2015, 

and a Final Proposed Agenda was distributed on October 15, 2015.  The meeting 

proceeded per the agenda, which is Attachment A. 

 

3. Review & Approve April 2015 Minutes – Regular Meeting 



The minutes to the April 7, 2015 meeting in Scottsbluff, NE were approved (Nebraska 

motioned for approval and Wyoming seconded) and the signature page was circulated to 

the committee members for signature.  The signature page to the April 2015 minutes is 

Attachment B. 

 

4. Water Administration, Operational/Accounting, Allocation Issues, Other 

 4a. Wyoming: 
Mr. Brian Pugsley reported on water supply conditions.  Due to low snowpack in April, 

2015 was gearing up for a heavily administered year. Spring precipitation in the basin 

changed quickly, requiring no Decree administration. All of the ownerships except for the 

Inland Lakes filled. Wheatland #2, Wheatland #3, and Gray rocks Reservoirs filled. 

Hawk Springs filled in January. La Prele Reservoir filled in May. The peak flow at the 

Stateline was just over 6,000 cfs. The North Laramie River drainage had a precipitation 

event of about 7 inches. Basin Electric stored water in their surcharge space at Gray rocks 

to a storage of approximately 120,000 AF. The replacement water requirement for WY 

2014 triangle irrigation wells from 251 active wells was 6,100 AF; Triangle tributaries 

added 23 AF.  The May through August of WY 2015 triangle tributaries replacement 

requirement was 188 AF. This replacement water supplemented natural flow from 

August 1-16 and on September 10. The carryover requirement for next year from 

September 2015 is 61 AF. The 2015 estimated well count is approximately 245 wells. 

Alcova to Guernsey pumping diversions were monitored and a maximum amount of 

4,776 AF was pumped in a two week period from August 15-August 28, 2015. There was 

approximately 41,000 AF of Wyoming and Environmental Account water delivered in 

September 2015. 

 

 4b. Reclamation 
Mr. Mahonri Williams reported on water supply conditions.  The Pathfinder, Kendrick, 

Glendo, and Guernsey Ownerships all filled in Water Year 2015. All Glendo contractors 

have enough carryover going into Water Year 2016 to provide a full contract delivery 

amount. In September, Reclamation released 2,463 AF for CNPPID, approximately 9,031 

AF for the Pathfinder Wyoming Account, and 30,101 AF for the Wyoming 

Environmental Account.  The Guernsey gate was closed on September 30.  

 

 4c. Nebraska 

Tom Hayden reported on water supply conditions in Nebraska.  Some of the storms that 

brought a lot of rain to western Nebraska also caused considerable crop damage in some 

areas.  The Stateline river gage peaked at 6,645 cfs on May 29, 2015. The first delivery of 

storage water was in July. This spring was the first time Pathfinder Irrigation District 

diverted natural flow while transferring Inland Lakes ownership from the mainstem to the 

Inland Lakes.  Tom stated that the flows at Lewellen, NE were controlled well.  Lake 

McConaughy levels reached very close to operationally full this summer, and CNPPID 

was able to generate a good deal of power with their releases.  The current inflow was 

1,800 cfs and the release was at 2,000 cfs.   

  

4d. Colorado 



Ms. Erin Light reported on water supply conditions. Similar to Wyoming and Nebraska, 

they received good spring rains, particularly in May and July. Flows at Northgate are 

currently below average. Regarding water right administration, they only had one short 

call on a tributary. Colorado currently does not have numbers to report on irrigated acres, 

but those numbers will be reported at the spring meeting. Storage for irrigation will not 

exceed 17,000 AF. Colorado has an estimate of 10,000-12,000 AF of stored water in 

2015. Preliminary numbers on the transbasin diversions are approximately 1,400 AF for 

the Michigan Ditch and only a couple hundred AF for the Cameron Pass Ditch. A new 

lysimeter was recently installed in the North Platte basin of Colorado. 

 

5.  Activities Due – Brief Status Reports/Updates 

5a. Discuss Appendix F, Paragraph 10; Jess v. West (Wyoming/Nebraska) 
Nebraska announced that the dismissal had been completed and passed out signed copies 

to the NPDC. This topic is considered complete and can be removed from future agendas. 

The Joint Motion to Dismiss, the Reassignment Order, and the Order of Dismissal are 

included as Attachment C. 

 

5b. Pathfinder I.D. diversion of natural flow with transfer of Inland Lakes water 
Reclamation reported that natural flow and Inland Lakes storage water was transferred 

simultaneously on May 5-17. Approximately 20,000 AF of Inland Lakes water was 

moved over these days with approximately 8,000 AF of natural flow. There was regular 

communication during this timeframe between Pathfinder ID, Reclamation, Wyoming, 

and Nebraska. 

 

5c. Agreement on 2014 Trigger Day calculation 
At the spring 2015 meeting, the 2014 trigger day calculation was approved pending the 

review and concurrence from the State of Nebraska. Nebraska gave their concurrence and 

the 2014 trigger day calculation was approved as 73 days. 

 

6. Reports of the Subcommittees 

 6a. Groundwater Wells Subcommittee (GWSC) 

Mr. Matt Hoobler stated there were no new groundwater well applications. The GWSC 

has no action or recommendations. Attachment D is the report of the GWSC, which was 

accepted by the NPDC. 

  

6b. Control Crest Subcommittee (CCSC) 

Mr. Tom Hayden explained there is no fall subcommittee report.  The CCSC will 

schedule a meeting in January 2016, and a report will be prepared for the spring NPDC 

meeting. 

 

6c. Replacement Water Subcommittee (RWSC) 

Mr. Tim Freed presented the report of the RWSC.  The five year survey schedule is going 

to continue. The next scheduled survey is in early spring of 2016 for the area above 

Guernsey. The survey for the triangle area will be in the fall of 2017. The RWSC 

recommends the NPDC to discuss the work to prepare the two surveys. Mr. Tyrrell asked 

a question about what preparing the surveys will entail. Mr. Hoobler answered that the 



process five years ago was different than ten years ago. Five years ago, the committee 

approved the State of Wyoming to do the mailing and the response rate was twice as 

good as ten years ago at over 60%. The RWSC recommends doing a similar process as 

five years ago. There is value in keeping the surveys similar to past surveys. A question 

was included last time regarding an electronic survey, and there was an overwhelming 

response that paper surveys were preferred by the respondents over a potential electronic 

survey. Ms. Ronca asked if the data collected is useful and how is it being used. Mr. 

Hoobler responded that the survey is used to study trends in irrigation practices. The 

survey is required by the North Platte Decree. The concern was if there were trends over 

time in irrigation that impact the water available in the system. Mr. Fassett and Mr. 

Tyrrell were positive about continuing the surveys and the NPDC recommended that the 

RWSC discuss the work required for the next round of Guernsey and Triangle Area 

surveys. Attachment E is the report of the RWSC, which was accepted by the NPDC. 

 

6d. Consumptive Use Subcommittee (CUSC) 

Mr. Hoobler reported on CUSC activities.  Mr. Hoobler discussed background on the 

High Plains Regional Climate Center  (HPRCC) no longer being interested in 

maintaining the weather sites in Wyoming. At the April 2015 meeting, the NPDC 

approved the State of Wyoming to perform maintenance of stations and checking the 

data. Billing from HPRCC ended on June 30, 2015. All cellular and power accounts have 

been changed to the State of Wyoming. The final two invoices from HPRCC have been 

submitted. Mr. Hoobler will be collecting all costs and submitting an invoice for the April 

2016 meeting. He anticipates the costs to be less than what has been paid to HPRCC in 

the past. Attachment F is the report of the CUSC accepted by the NPDC. 

 

6e. Finance Subcommittee (FSC) 

Mr. Williams provided a report and attachment from the Nebraska Community 

Foundation (NCF). The balance of the accounts as of June 30, 2015 are Nebraska 

$2,820.22; Reclamation $0.02; and Wyoming $2,820.22. There are two outstanding 

invoices ($6,783.03 and $2,250.97) from the High Plains Regional Climate Center 

(HPRCC) for services from July 2014 through June 2015. The FSC report contained a 

NPDC approval page addressing both of these invoices. The first of the invoices covered 

the period of service until the contract with HPRCC ended in March 2015.  HPRCC did 

not want to renew the contract.  However, HPRCC continued to provide their services 

until June 2015, by which time other arrangements had been made for the ongoing 

operation and maintenance of the weather stations.  After WY motioned and NE 

seconded, the NPDC agreed that the first invoice should be approved to be processed for 

payment per the contract between NCF and HPRCC.  The members of the NPDC were 

agreeable to payment of the second invoice contingent on agreement by NCF.  Even 

though the period of service extended beyond the contract end date, HPRCC continued to 

provide valuable service, and the NPDC wanted to insure that appropriate measures are 

taken to compensate them.  As there were some questions regarding the charges on the 

second HPRCC invoice, Mr. Hoobler was going to contact HPRCC and verify that all the 

charges were appropriate.  Mr. Williams was instructed to verify that NCF didn’t need 

some other formal funding agreement in place before processing the second invoice for 



payment.  The FSC report needed to be revised to address these matters.  The revised 

FSC report is Attachment G. 

 

6f. Ad-Hoc Official Files Subcommittee  

Mr. Tim Freed presented the report of the OFSC. Mr. Gordon Coke, with The Flatwater 

Group, gave a presentation that included demonstrating the checks and balances within 

the SharePoint database for the Official Files. This checks and balance system will show 

that each NPDC entity has reviewed the documents located in the database. The OFSC 

presented five action items: NE motioned for approval and WY seconded. All action 

items were approved by the NPDC: 

1. Approval of the NPDC Official Files Repository as consisting of an electronic 

database only, instead of paper files with an accompanying electronic 

database back-up. 

2. Approval of SharePoint as the online platform through which the Official 

Files Repository is made available to the NPDC members. 

3. If no objections are raised on or before the April 2016 NPDC meeting, 

approval for the disposal of all paper NPDC Official Files dated prior to 

January 1, 2014. These files will be purged on or after June 1, 2016. 

4. Effective January 1, 2016, approval for the biennial disposal of all paper 

NPDC Official Files that are retained during the Chair’s term, on or after the 

June 1
st
 immediately following the end of their term. 

5. Approval of the revised Document Database Management Services funding 

agreement. 

The report of the OFSC is included as Attachment H. The revised NPDC Official Files 

Repository Protocol is included as Attachment I. The Document Database Management 

Services Funding Agreement is included as Attachment J. 

 

WY motioned that the reports from the GWSC, RWSC, CUSC, FSC, and OFSC be approved. 

NE seconded and the reports were approved.  

 

7. Updated list of NPDC committee and subcommittee historic participants 

The list of historical subcommittee members was passed out to the NPDC.  Ms. Ronca 

mentioned that Art Hill will be replacing Brad Cannon on the Control Crest 

Subcommittee. Mr. Tyrrell proposed keeping a list of the NPDC members and alternate 

members in order to maintain that history as well. Mr. Tyrrell also pointed out that the 

subcommittee membership needs to be looked over more closely. For example, the list 

showed no Wyoming members on the CCSC prior to February 2014. The NPDC directed 

the OFSC to maintain updates to both the NPDC subcommittees and NPDC 

official/alternate membership on an ongoing basis. This will be an agenda item in the 

future so that the membership lists can be reviewed periodically. The list of historical 

subcommittee members is included as Attachment K.  

 

8. Transition of NPDC Chair Responsibilities to Wyoming in January 2016. 

As of January 1, 2016, the NPDC chair responsibilities will be transferred to Mr. Tyrrell 

and the State of Wyoming, and Nebraska will become the Vice Chair.   

 



9. Meeting Summary 

9a. Future Agenda Items 

Ms. Ronca asked if there were any suggested agenda items for the spring 2016 meeting 

beyond the normal topics. Mr. Tyrrell recommended getting an update on the bendway 

weirs at the Stateline. Mr. Hoobler suggested contacting the University of Nebraska about 

potentially getting a short video from the time-lapse video project using the last two years 

of data.  

 

9b. Schedule Spring 2016 NPDC Meeting and Location 

The spring 2016 meeting was scheduled for Thursday, April 7, 2016 in Scottsbluff, NE. 

Mr. Hayden will be responsible for securing the location. The water user meeting will be 

in the morning with the NPDC meeting in the afternoon. 



FINAL AGENDA 
North Platte Decree Committee (NPDC) Meeting 

1:00 P.M., October 22, 2015 
Brand Room, Goshen County Fairgrounds 

Torrington, Wyoming 
 

1. Introductions 
2. Review Agenda 
3. Review & Approve April 2015 Minutes – Regular Meeting 

 
4. Water Administration, Operational/Accounting, Allocation  Issues, Other 

a. Wyoming 
b. Bureau of Reclamation 
c. Nebraska 
d. Colorado 

 
5. Activities Due – Brief Status Reports/Updates 

a. Discuss Appendix F, Paragraph 10, Jess v. West (Wyoming/Nebraska) 
b. Pathfinder I.D. diversion of natural flow with transfer of Inland Lakes water 

(Reclamation) 
c. Agreement on 2014 Trigger Day calculation (Reclamation)  

 
6. Reports of Subcommittees 

a. Ground Water Wells Subcommittee (Chair: Hoobler ) 
b. Control Crest Subcommittee (Chair: Hayden) 
c. Replacement Water Subcommittee (Chair: Bradley) 
d. Consumptive Use Subcommittee (Chair:  Hoobler) 
e. Finance Subcommittee (Chair: Williams) 
f. Ad-Hoc Official Files Subcommittee (Chair: Schellpeper) 

 
7. Updated list of NPDC committee and subcommittee historic participants (Nebraska). 

 
8. Transition of NPDC Chair Responsibilities to Wyoming in January 2016. 

 
9. Meeting Summary 

a. Future Agenda Items 
b. Schedule Spring 2016 NPDC Meeting and Location 
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Report of the Finance Subcommittee                     For the October 22, 2015 NPDC Meeting 

Page 1 of 2 
 

REVISED Fall 2015 Budget Status Report 
 
1. Nebraska Community Foundation Financial Statement 

The Nebraska Community Foundation (NCF) completed the financial statement 
report for the quarter ending June 30, 2015.  As of June 30, 2015, the NCF reported 
the following net balances:  Nebraska $2,820.22; Reclamation $0.02; and Wyoming 
$2,820.22; with a total balance of $5,640.46 in the North Platte Decree Foundation 
Fund. 
 
1.1 The Quarterly Financial Statement, for the quarter ending March 31, 2015, from 

the NCF is attached as Attachment FSC-1. 
 
1.2 The Quarterly Financial Statement, for the quarter ending June 30, 2015, from 

the NCF is attached as Attachment FSC-2. 
 
2. NPDC Contracts / Funding Agreements 
 

2.1 Consumptive Use Subcommittee – Weather Stations Project: 
Services under the NCF contract with the University of Nebraska High Plains 
Regional Climate Center (HPRCC) to maintain the weather stations ended on 
June 30, 2015.  As described below, final invoices for HPRCC services will be 
presented for approval to be processed for payment at the October 22, 2015 
NPDC meeting. 
 
The Wyoming State Engineer’s Office has assumed the maintenance of the four 
weather stations, with the HPRCC continuing to provide quality control of the 
weather data.  The Consumptive Use Subcommittee will tabulate operating cost 
invoices and submit them for reimbursement at the April 2016 NPDC meeting.  

 
2.2 State of Nebraska – Document and Database Management Services: 

At the April 2008 NPDC meeting, the NPDC members approved a funding 
agreement addressing Nebraska’s in-kind services of managing the repository 
database.  At the November 2009 NPDC meeting, the NPDC members 
approved the continuation of Nebraska’s in-kind services.  At the October 2010 
NPDC meeting, the NPDC members voted to allow Nebraska to do the 
reporting and submit invoices to FSC chair and NPDC chair for database 
maintenance and storage of files. 
 

2.3 Replacement Water Subcommittee – Questionnaire Project: 
Nebraska created a database, entered data, and summarized data from the 
questionnaire survey of irrigation practices, as agreed by the NPDC in their 
spring 2014 meeting.  A voucher to reimburse the cost of this work was 
approved for payment at the April 2015 NPDC meeting.  The voucher remains 
pending for payment. 

 
3. Current Invoices and Total Disbursements 

An invoice for item 2.3 above (the Questionnaire Project) dated November 18, 2014 
for $7,026.75 was received from the Nebraska Department of Natural Resources 

Attachment G - Finance Subcommittee Report
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OFFICE OF SPONSORED PROGRAMS
 151 Whittier Research Center
 2200 Vine Street, PO Box 830861
 Lincoln, NE 68583-0861
 FED ID #  47-0049123

AGREEMENT TITLE/CONTRACT NUMBER: REPORT:

 

  PERIOD:

 

Directed by Martha Shulski REFERENCE NUMBER:

Please reference on remittance

 6,738.03

 

 
 
 
 

 
 
 
 
 

 
 
 
 

Payment Requested $6,738.03

                NOTE:  Payment due in 30 days - 

Date:

(402) 472-7061
bgillam1@unl.edu UNFORM1   10-01

Belinda Gillam - Project Specialist

May 30, 2015

PLEASE REMIT A COPY OF THE INVOICE ALONG WITH THE PAYMENT.

"I certify that all expenditures reported (or payment requested) are for appropriate purposes and in accordance with the agreements noted above."

April 30, 2015

26-6238-0514-001

Operation and maintenance of four automated data weather 
network stations in Wyoming (Lingle, Douglas, Elk Mountain 
and Encampment) per agreement

Wyoming State Engineer's Office
122 W 25th Street, Herschler Bldg., 4th East
Cheyenne, WY 82002

2662380514-05    Not a Final
Automated Weather Data Network
Collecting in Parts of Wyoming 7/1/14 to 3/9/15

TO:
Matt Hoobler
Consumptive Use Subcommittee Chair

Attachment G - Finance Subcommittee Report
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OFFICE OF SPONSORED PROGRAMS
 151 Whittier Research Center
 2200 Vine Street, PO Box 830861
 Lincoln, NE 68583-0861
 FED ID #  47-0049123

AGREEMENT TITLE/CONTRACT NUMBER: REPORT:

 

  PERIOD:

 

Directed by Martha Shulski REFERENCE NUMBER:

Please reference on remittance

 2,250.97

 

 
 
 
 

 
 
 
 
 

 
 
 
 

Payment Requested $2,250.97

                NOTE:  Payment due in 30 days - 

Date:

(402) 472-7061
bgillam1@unl.edu UNFORM1   10-01

Belinda Gillam - Project Specialist

September 25, 2015

PLEASE REMIT A COPY OF THE INVOICE ALONG WITH THE PAYMENT.

"I certify that all expenditures reported (or payment requested) are for appropriate purposes and in accordance with the agreements noted above."

August 26, 2015

26-6238-0514-001

Operation and maintenance of four automated data weather 
network stations in Wyoming (Lingle, Douglas, Elk Mountain 
and Encampment) per agreement

Wyoming State Engineer's Office
122 W 25th Street, Herschler Bldg., 4th East
Cheyenne, WY 82002

2662380514-06    Final
Automated Weather Data Network
Collecting in Parts of Wyoming 3/10/15 to 6/30/15

TO:
Matt Hoobler
Consumptive Use Subcommittee Chair
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Official NPDC Database and Scanning Procedures  

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Repository of Documents Protocol 
 
 

As Adopted at their October 28, 2003 Meeting 
 
 

With Revisions to Appendices A, B and C Adopted October 16, 2007 
Revised October 26, 2010  
Revised October 22, 2015 
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Repository of Documents Protocol  
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OFSC Fall 2015                                 - ii - 

I. Description of Protocol 
 
This protocol addresses Article IV, Paragraph I, of Appendix G to the Final Settlement 
Stipulation regarding the establishment of a “central repository of documents where official 
records of the NPDC shall be kept and where filing with the NPDC shall be made” and contains 
the procedures for managing the NPDC repository of documents.   This protocol also addresses 
the storage of certain electronic data from Exhibits 6, 10, and 11 of the settlement documents. 
 
This protocol is subject to revision by the NPDC.  
 

II. NPDC Official Repository of Documents 
 

A. The NPDC official repository of documents shall be changed from a file cabinet of 
hard copy files to a web-based repository of database information and associated 
PDF scans of all official NPDC stamped records.  The web-based repository will be 
accessible by all parties of the NPDC.   

 
B. The NPDC repository of documents shall be maintained within a web-based 

electronic database format hosted by Microsoft SharePoint.  The electronic 
repository maintains NPDC’s original Microsoft Access database format and official 
file folder organization.   The SharePoint site enables improved access and accuracy 
to the database and reflects technological advances since original protocol was 
created in year 2003.  The State of Nebraska shall act as steward of the online 
database in SharePoint.  The NPDC chairperson shall maintain responsibility of 
approval of official repository documents and this duty shall move with the 
chairperson as the responsibility for chairing the NPDC rotates among the Bureau of 
Reclamation (Reclamation), Wyoming, and Nebraska.  The official repository shall 
be kept separate from any documents the chairperson chooses to keep as a 
representative of the NPDC until such time the NPDC directs otherwise. More 
information about the SharePoint database can be found in Attachment C. 

 
C. The repository consists of the SharePoint website which includes the  database, 

NPDC email inbox, and PDFs of all official NPDC records as  referenced to pertinent 
topics of the Final Settlement Stipulation and its attached appendices and exhibits 
(hereafter referred to as the Settlement Agreement).  An index for the file folders is 
shown in Attachment A.   

 
D. The NPDC repository’s database shall reside on the Microsoft SharePoint website 

that allows access to the database pursuant to paragraphs II.I and II.J below.   
Backup copies of the database shall be maintained by the State of Nebraska.   

   
E. Official NPDC documents shall include, but not be limited to correspondence to and 

from the chairperson, correspondence concerning specific items contained in the 
Settlement Agreement, and documents/reports required by the Settlement 
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Agreement.  The NPDC chairperson’s copy of the documents will be retained in the 
repository and recorded in the database.  The NPDC SharePoint email inbox shall be 
used to manage NPDC correspondence.  All NPDC parties will be responsible for 
emailing correspondence and other official files to the official NPDC email address.  
This process is outlined in Attachment C on page C-4.  The procedure for processing 
documents in the NPDC email inbox is defined in Section III.  The repository will be 
updated semi-annually in conjunction with NPDC’s semi-annual meetings as 
outlined in Section III. 

 
F. Draft documents such as draft meeting minutes or reports as may be submitted to 

or generated by the NPDC shall be retained in the SharePoint database until the 
document is finalized, at which time the draft document will be removed from the 
SharePoint database and replaced by the finalized document.  Only after a draft 
document has been finalized will an entry in the database for the document be 
created. 

 
G. Working papers, notes or correspondence between subcommittee members, and 

draft reports will not be retained in the SharePoint database, except as described in 
paragraph II.E or II.F above. 

 
H. Large format documents such as maps shall be electronically scanned and stored in 

the SharePoint database. At the direction of the NPDC, a storage cabinet to house 
large format documents will be obtained, if needed.   

 
I. Each representative, their designated staff, and NPDC parties, as well as contractors 

of the parties and NPDC shall have access to review all documents and materials 
maintained by the NPDC in the SharePoint database. 

 
J. Persons other than described in paragraph II.I above shall have access to review 

and copy at their expense all documents and materials maintained by the NPDC in 
the SharePoint database with reasonable notice. 

 
K. Additions to or removals from the repository other than described above shall be at 

the discretion of the NPDC.  The entry in the database for a removed document will 
be retained with reference to the date of removal being noted in the index. 

 
 

III. Processing of NPDC Official Repository Documents 
 
The processing of documents for entry into the NPDC repository and accompanying database 
is described below.  An example of a document as prepared following the process below is 
shown in Attachment B for reference.  The web-based Microsoft SharePoint electronic 
repository shall be the official database of NPDC records.   
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A.  At least one month prior to the April and October NPDC meetings, State of Nebraska 
staff will review NPDC SharePoint email inbox for relevant NPDC documents to be 
entered into database.  Prior to database entry, a record of each relevant file will be 
entered into a checklist table.  The checklist table will be posted on the NPDC 
SharePoint website homepage (see Attachment C) for NPDC Committee members to 
review at least one month before April and October meetings.  Once approved by 
NPDC Committee, State of Nebraska staff will enter those approved records as 
official files into the database. Figure 1 below displays the review checklist fields for 
official files. 

 
Relevant Document Approval Table

Doc ID Folder ID Doc Date Title/Subject

Method 

Rcvd

Processed By 

(Initial)

NPDC Chair 

Approval 

(initial)

WY 

Review 

Initial

NE 

Review 

Initial

CO 

Review 

Initial

USBR 

Review 

Initial

INCLUDE INITIAL DATE

 
Figure 1 
 

A log of any documents sent to the site mailbox that are not official documents will 
also be provided to NPDC Committee for concurrence.  This will ensure that all 
records that are sent to the site mailbox are accounted for.  Figure 2 below displays 
the review checklist fields for documents that are not official.  

 
Not Official Document Table

Doc Date Title/Subject

Method 

Rcvd

Processed By 

(Initial)

NPDC Chair 

Approval 

(initial)

WY 

Review 

Initial

NE 

Review 

Initial

CO 

Review 

Initial

USBR 

Review 

Initial

INCLUDE INITIAL DATE

 
Figure 2 
 

Documents retained in the NPDC official file repository shall be stamped in the upper 
right hand corner with the NPDC received “date” stamp. 

 
B.  Reference to the repository folder in which the document will be filed shall be typed 

below the received “date” stamp.  This reference will be used to categorize the 
document in the correct folder following document review. 

 
C.  Each document shall be assigned a unique record number.  The recorded number for 

the document shall be included above the received “date” stamp and correspond to 
the Record Identification (ID) number assigned in the database. 

 
D.  An entry for each document will be made in the database by populating the database 

fields listed below.  Additional instructions for entering information into the 
database will be inserted as Attachment C - NPDC Repository Database User’s Guide. 
 
Auto Generated Fields: 
1. Record ID 
2. Entry Date of Document into the Database 
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Manual Entry Fields: 
3. To 
4. From 
5. Subject 
6. Date of Document 
7. Date Document Received 
8. Folder ID 

 
Optional Entry Fields: 
9. Remarks (special notes for a document) 
10. Keywords (cross reference information for querying) 
11. Link to PDF or other Electronic Document 

 
E. The processed document shall be initialed by the NPDC chairperson or the 

chairperson’s designee near the received “date” stamp to acknowledge the document 
is ready for entry into the repository.  See section III.A for details on document 
approval. 

F. A copy of any outgoing correspondence from the NPDC chairperson shall be 
processed in the manner described above in section III, paragraphs A through E and 
entered into the NPDC repository, pursuant paragraphs II.E and II.F above.  

 
 

IV. Electronic Data 
 
While the electronic data are not the official files of record for the repository, it is recognized 
that the settlement documents indicate that data be maintained by the NPDC to perform 
calculations using certain data described in the settlement. To facilitate access to the data by all 
members, the NPDC has agreed that all of the reports and supporting data from Exhibit 6, 10, 
and 11 be maintained electronically by the source party and available upon request.  The 
electronic files would be supporting data only for the purpose of performing analysis. 
 
The electronic data will be stored in a folder structure outside of the Microsoft SharePoint site  
used to store scans of the official repository documents. The folder structure for storing the 
data is shown in Figure 1 below. The data to be stored is described in Table 1 below. The 
climate data collected by the HPRCC for the ADWN stations will not be stored separately by the 
NPDC; rather the NPDC will rely upon the expertise of the HPRCC to maintain the data from the 
ADWN weather stations. 
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Figure 1: Folder Structure for NPDC Data 

 

 
 
 

Table 1: Data from Exhibits 6, 10 and 11 

Data Description Page Paragraph
Report or 

Review Period
Exhibit 6

Consumptive Use Report - Supporting Data
Exhibit A - consumptive use input data

Climate Data Max. Temp Exhibit 6 208 WSEO Official Files Yes Annual
Min. Temp Exhibit 6 208 WSEO Official Files Yes Annual

Total Precip. Exhibit 6 208 WSEO Official Files Yes Annual
Evapotranspiration Exhibit 6 210 WSEO Official Files Yes Annual

Crop Proportions Exhibit 6 216 WSEO Official Files Yes Annual
Surface water right permit total acreage Exhibit 6 219 WSEO Official Files Yes Annual

NASS acreage Exhibit 6 219 WSEO Official Files Yes Annual
crop yields Exhibit 6 269 WSEO Official Files Yes Annual

Exhibit B - procedures to evaluate
Climate Data Exhibit 6 279 HPRCC HPRCC Yes Ongoing

Irrigation Inventory Exhibit 6 279 NPDC Official Files No 5 year
Diversion Data Exhibit 6 281 WSEO Official Files Yes Annual

 Remote Sensing (Water Balance Study Sites) Exhibit 6 281 NPDC Official Files Ongoing
Exhibit 10

Required Replacement Water Exhibit 10 312 WSEO Official Files Yes
Baseline Well List (Annual # of Active Wells) Exhibit 10 313 NPDC Official Files Yes Annual

New Irrigation Wells (Annual # of Active Wells) Exhibit 10 317 WSEO Official Files Yes Annual
Estimated Amount of GW Pumped Exhibit 10 317 WSEO Official Files Yes Annual

Survey of basic parameters Exhibit 10 318 NPDC Official Files No 5 years
Trigger Days Spreadsheets Exhibit 10 318 BOR Official Files Yes Annual

Torrington Weather Station Data Exhibit 10 319 HPRCC HPRCC Yes Ongoing
Exhibit 11

Adjudicated Surface Water Right in Triangle Exhibit 11 346 WSEO Official Files Yes Once
Monthly reports of SW Diversions Exhibit 11 345 WSEO Official Files Yes Monthly

Monthly reports of replacement water Exhibit 11 345 WSEO Official Files Yes Monthly

D.5. Every 5 years…the NPDC will review the 
collected information provided in section D. Each 
representative of the NPDC may develop and complete 
analyses with thie information that could be used by 
the NPDC to review and approved adjustments to the 
unit replacement water requirements....

B.3.b.ii.  The average irrigation efficiency and time 
period for replacement will be reviewed at least once 
every five years and maybe modified by the NPDC 

Settlement Reference

Beginning one year after court approval of the Final 
Settlement Stipulation, the NPDC shall cooperatively 

develop, fund and implement a data collection, 
analyses, and methodology review program as outlined 

and presentd in Exhibit B to investigate potential 
methodologies to calculate consumptive use of 

irrigation water.Exhibit B.  D. Database Maintenance :  
A database including all data collected in accordance 
with this exhibit will be maintained by the NPDC ina 

manner and format that facilitates access by all 
members of the NPDC and calculation of consumptive 

use by both Exhibit A and potential alternative 
methods.

Source of 
Data

Storage 
Location

Digital 
Data 

Available
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V. Document Archival 
 
The official NPDC Repository will be changed from hard copy files to an electronic only format 
in accordance with Section II. NPDC Official Repository of Documents.  All hard copy files that 
have been electronically stamped with a date prior to January 2014, will be purged by the 
Nebraska DNR on or after June 1, 2016.  Official NPDC hard copy records for 2014 and 2015 
will be purged by the Bureau of Reclamation on or after June 1, 2016. Beginning on January 1, 
2016, official hard copy files that have been electronically stamped will be collected by the 
NPDC Chair and then purged biannually on or after the June 1st immediately following the end 
of that Chair’s term. 

VI. Background on New Database Format 
 
In 2012, Nebraska DNR staff identified discrepancies between NPDC electronic database and 
hard copy files provided by NPDC members.  In addition, different versions of the database 
existed between NPDC members.  Nebraska DNR reviewed alternatives to existing desktop 
Microsoft Access database.  Based on cost and ease of database migration from existing 
Microsoft Access database, the chosen alternative was web-based Microsoft SharePoint.   
 
For the first step, the NPDC database was rebuilt in an Access 2010 web database.  The 
primary purpose of rebuild was to allow use of SharePoint lists as data tables.  SharePoint is a 
web application platform that supports Access data tables.  SharePoint lists are stored on a 
SharePoint website and are “linked” to the local or client database.  As the lists are updated (i.e. 
database updated) either via the client database or on the web version of the database, the lists 
are synchronized with all other client copies of the database.  With the requirement of login 
credentials and the synchronization feature, the possibility of multiple database versions will 
no longer be an issue. 
 
The new database format was proposed to the NPDC Chair at the April 2015 meeting.  After 
conceptual approval by NPDC in April 2015, OFSC members have worked on updates to the 
Repository of Documents Protocol to reflect the new database format. 
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Background on New Web-Based NPDC Database 
 
DNR staff determined that discrepancies existed between the NPDC database and the official 
hard copy files.  A hard copy file review was conducted to compare the official files with 
database records and discrepancies were noted and recorded.  A variety of options were 
considered and the selected solution was a web-based database supported by Microsoft 
SharePoint.   
 
SharePoint was chosen due to its low monthly cost and continuity with the existing database 
format.  To maintain continuity between existing official database, the new database was 
rebuilt in Access 2010 web database.  The primary purpose of this rebuild was to allow use of 
SharePoint lists as data tables. 
 
SharePoint sites are comprised of a collection of pages, site templates, lists, and libraries.  Lists 
and libraries have the same properties and could be considered similar to a database table.  
SharePoint lists are stored on the SharePoint site and are “linked” to the local or client 
database.  The web-based repository can be accessed in web form or downloaded through the 
SharePoint site for a client (local user) version.  
 
Traditional use of the repository database involved copying database to the end user’s 
computer but numerous versions could theoretically exist.  To ensure that only one copy of the 
official repository database exists, the SharePoint version of the database requires a single set 
of login credentials to match a single version of the database.  As the lists are updated in 
SharePoint (i.e. database updated) either via the client database or on the web version of the 
database, the lists are synchronized with all other client copies of the database.  This ensures 
that only one version of the database exists.   
 
As described above, the user can access the database in web-form or in a client version.  The 
recommended user format of the database is the client version.  The web-based version (found 
on SharePoint site as “NPDC Document Database”) can be used but it has limited 
functionality.  A client version can be downloaded through the Site Mailbox in the SharePoint 
site.  The login credentials for the client version are the same as below.    
 
The final element of new online database is the email integration.  By using the SharePoint Site 
Mailbox, the user can review emails and attachments to determine relevance and process the 
emails and attachments accordingly (e.g. draft documents, official documents, and unofficial 
documents).  Email address is:  SMO-NPDCDocumentDatabase@NPDC000.onmicrosoft.com . 
This address can be abbreviated as "NPDC Database" in user email contacts. Manual 
integration of emails and attachments is still required.  Due to guidelines of NPDC Database 
Protocol, official NPDC stamping is required and subsequent scanning is necessary.  Emails will 
be reviewed in Site Mailbox.  Relevant emails and attachments will be printed, stamped, 
scanned, and data will be entered into the online database.  After data entry, the document will 
be filed in the official files.   
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I. Getting Started 
 
The first step in the process is to login to the 
SharePoint website through an internet 
browser (Figure I.1) 
 
The URL and login credentials are listed below:
  
https://npdc000.sharepoint.com 
User name:  user@npdc000.onmicrosoft.com 
Password:  Npdc@123 or Npdc@456 
(SharePoint requires password change 
occasionally)  
 
In Figure I.2 below, the NPDC SharePoint 
homepage is displayed.  From this homepage, 
select “NPDC Document Database Forms” to get 
to the web-based version of the database 
(Figure I.3).  The web-based version is not the 
preferred format for use but it will work for document browsing, some query processes, and 
committee membership lists. 

 
 

 

 
 Figure I-2: NPDC Database Homepage 

Figure I-1 
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Figure I-3 

 
The web-based version Starting Form is displayed in Figure I.3.  The various tabs on the web-
based Starting Form will be described with more details in Section II.   
 
Back on the database homepage (Figure I.2), select “Site Mailbox” to gain access to the 
SharePoint Mailbox (address:  SMO-NPDCDocumentDatabase@NPDC000.onmicrosoft.com). 
The Site Mailbox is displayed in Figure I.4.  The mailbox contains a downloadable Access 
database version of the repository database as an email attachment.  Annually, a current 
version of the database will be resent to the email address above.  But because there is only 
one version of the database and it uses the same login credentials that sync between the web-
based version and the client version, downloading the version from 3 December 2014 (Figure 
I.4) will include the official repository.  By downloading a client version, users will have much 
more flexibility and access to more features of the repository database. 

 
To reiterate, there is one single NPDC repository database.  But it can be accessed with the 
same login credentials in a web-based form or client version.  The following sections of this 
user guide outline these two different access methods to the NPDC repository database.   
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Figure I-4 
 
Once the database is downloaded, open the Access file.  The user will be prompted by the Office 
365 access page shown in Figure I.5.  The login credentials are as follows and the same as 
described in Figure I.1.: 
Username:  user@npdc000.onmicrosoft.com 
Password:  Npdc@123 or Npdc@456 (SharePoint requires password change occasionally)  
 

 
Figure I-5 
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Figure I-6 

 
This user’s guide will now split into two sections for the repository database.  In section             
II. Database Browsing-Web Form, the user’s guide will focus on the web-based version and 
then III. Data Entry-Client Version will include the existing database user guide as adopted in 
16 October 2007.   
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II.A. Database Browsing - Web Form 
 
At the following URL https://npdc000.sharepoint.com , with login credentials defined on 
page C-5, the Starting Form will automatically load and will be displayed as Figure I-6.   

 
From the Starting Web Form, six different tabs exist:  Documents, Committees, Search, 
LookupLists, Reports, and Maintenance.  These six tabs represent the major sections of the 
originally adopted repository database and constitute the migration to the web-based version.  
The migration was not seamless due to issues between different versions of Access and the list 
and libraries of SharePoint.  The fact that the web-based version is not a full-version of the 
client version is further evidence that most database work should be conducted in the Client 
Version.  The web-based form version should be used primarily for database browsing. 

 
Documents Tab 
The Documents tab allows user to browse documents in the database.  By entering a number in 
the “Go to Doc Number” box, the user can retrieve documents from the database. Figure II.A.2 
shows the result for a search for Document ID 100.  In addition to searching by document ID, 
the user can filter the database by Folder by selecting the drop down arrow in the “Filter by 
Folder” box.   
 

 
Figure II.A.1 

 
 
Committees Tab 
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The Committees tab retrieves records for NPDC Representatives, NPDC Alternates, and 
SubCommittee Members.  The web form for NPDC Representatives and NPDC Alternates is 
displayed in Figure II.A.2.   
 
 

 
Figure II.A.2 
 
 
For the SubCommittee Members form, there are eight categories of subcommittees.  They are 
listed as individual buttons on the web form and also in the drop down menu for “SCName”.  
Figure II.A.3 displays the Subcommittee Members Form. 
 

 
Figure II.A.3 
 
 
 

Search Tab 
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The web-based version allows the user to search for records with a specific document date or 
date range, text, folder ID, and subject.  The keyword search option is not available in web-
based version.  Figure II.A.4 displays the Search tab format.  
 

 
Figure II.A.4 
 
Lookup Lists 
The Lookup list of tables has limited 
functionality in the web-based version.  
The lookup tables are best accessed in the 
client version.  The lookup lists include 
Names, Addresses, SubCommittees, and 
Keywords.  Figure II.A.5 displays the 
Lookup Lists tab in the web-based Starting 
Form.  
 
Reports 
The Reports tab does not function in the 
web-based version. 
 

Maintenance 
The Maintenance tab is also a placeholder 
tab and does not function.  The client 
version should be used for any 
maintenance actions. 

Figure II.A.5 
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II.B.  Data Entry – Client Version 
 
Once logged into the repository database, select “Starting Web Form” if it doesn’t open 
automatically.  By selecting this form in the client version, all functions can be used that were 
not available in the web-based version as outlined in section II.A.   
 
The following Form name is “Starting Web Form” and it is Figure II.B-1.  
 

 
Figure II.B.1 
 
The database format that was originally designed in Access for data entry as client version is 
preserved in the “StartingForm” in the left column of Figure II.B.  But this database form is not 
fully functional with new SharePoint based database.  Therefore, the “Starting Web Form” 
should be opened (Figure II.B-2). 
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This starting form provides customized data entry and management tools for the NPDC 
Database, and from this menu, you can opt to perform the following functions: 
 

1. Document entry, editing, and viewing 
2. Searches by subject field, folder selection, keyword, and date 
3. NPDC Representatives, NPDC Alternates, and Subcommittee lists viewing and 

editing 
4. Names and keywords lists viewing and editing 
5. Date problem queries, null queries, and duplicate date report, for database 

maintenance 
6. Generate reports on documents 
7. Upload PDF files to the NPDC SharePoint library 
8. Other Reports 

 
For now, we will focus on data entry. 
 
The “Enter New Document” button is located under the “Documents” tab. Please see Figure 
II.B-2.  

 
Figure II.B-2 
 
When you are ready to enter a record, press ”Enter New Documents” button and a blank 
record will appear (Figure II.B-3). 
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Figure II.B-3 

As you will notice, there are many blank fields. There are 7 or 8 fields that need to be entered: 
Document Date, Received Date, Folder Code, To, From, Subject, Electronic Document, and in 
some cases, Keywords. Please note that the Document ID, as well as the rest of the information 
in the orange box at the top left-hand corner of the data entry form, will be populated 
automatically as you enter data. 

 
As you become more comfortable with data entry in the NPDC database, you will find that data 
can be entered in any order you wish. But, for the purposes of this booklet, we will walk 
through each step from top to bottom as they appear on the database entry form.  
 

Document Date/Received Date  
To begin with, we will enter the document date and received date. Please note that these are 
generally two different dates. Please refer to the example in Figure II.B-4. 
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Figure II.B-4 

 
On this letter, the “Document Date” is March 12, 2004 and the “Received Date” is March 15, 
2004. While many documents have “Received” stamps, many do not. In the case that there is no 
“Received” date, please use the date on the document in both the “Document Date” and the 
“Received Date” fields. 
 
 
When you have distinguished between the document date and the received date, proceed to 
enter the date(s) in the spaces provided. Click on the arrow next to the “Document Date” field 
and a calendar will drop down, as in Figure II.B-5. 
 

 

Figure II.B-5 

 
Select the month and year from the drop down menus, and click on the correct date on the 
calendar. Repeat the process to populate the Received Date field. The calendar should 
automatically disappear once the date has been selected.  
 
Folder Code 
The Folder Code will correspond with the “FolderID” from the Folder Index (Attachment A). 
The appropriate folder code should be on the tab of the colored folder the paper document is 
in. It may be necessary to consult Attachment A (the filing notes column can be especially 
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helpful in determining a file code) to determine the proper folder for the document. You can 
pull up the same information found in Attachment A in the database.  On the “Reports” tab in 
the “Starting Web Form”, select “Folder Index” button.  A portion of the Folder Index Report 
can be found in Figure II.B-6 
 

 
 

Figure II.B-6 
 

You may also search the database for a subject line to help you determine the proper filing 
location 
 
When the Folder Code has been determined, proceed to enter it in the database (See Figure 
II.B-7). Beneath the “Document ID” field and above the “To” field, you will find the “Folder 
Code” field and a drop down menu. Click the arrow to populate the list of Folder Codes: 
 

 

Figure II.B-7 

 
Select the correct folder code from the drop-down list. 

 
To and From Fields 
The “To” field is easily populated by using the Multiple Selection Box. By clicking anywhere in 
the “To” field, or on the arrow next to the “To” field box, you can bring up the list of names, 
which will appear on the right side of the screen (Figure II,B-8). Once the Multiple Selection 
Box is open, you can select multiple names (if needed) by holding down the ctrl button while 
clicking on the names. Please see Figure II.B-8. 
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Figure II.B-8 

When you have selected the name(s) of the recipients, click 
“OK,” and the name(s) you have selected will appear in the 
“To” field.  
 
 

 
 
 
 
 

The “To” field can only hold 255 characters, and will give an error message if too many 
characters are selected for entry. If this happens, select names until 255 characters are 
entered, and put the additional recipients in the “Subject” field. 
 
 
The “From” Field is similar to the “To” Field. However, you may not select multiple names. 

Simply click the arrow to display the drop-down menu and 
select a name. Refer to Figure II.B-9. 
 
 

 

 
 
 
 

 
Figure II.B-9 

 
Additions to the names list can be made using the “Edit Names Table” command button, see 
section  

 
Subject Field  
The “Subject” Field is found below the “To” field and above the “Remarks” field on the data 
entry form.  
 
If there is no subject line on the document, read through it and try to determine the general 
purpose or idea of the document. If you cannot determine it, consult Jennifer Schellpeper.  
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There is no drop-down menu for the “Subject” Field; you must type it in yourself. It is 
important to avoid typos in this field; it is used frequently for searches. 
 
Here is an example of a completed “Subject” field: 
 

 

Figure II.B-10 

 
Keywords Field 
Generally, the “Subject” Field is used in searches. Sometimes, however, the “Keyword” Field is 
also useful. The “Keywords” Field is generally used when dealing with minutes and agendas. In 
these cases, read through the minutes and agendas, noting key items. Please see Addendum 1 
for Keyword examples in agendas and minutes.  The keywords field should be used to 
supplement the following fields as they are already part of a keyword search: To, From, 
Subject, Remarks and Folder Title.  Therefore, if a keyword is already listed in any of the 
previously mentioned fields, there is no need to enter it again. 
 
There are a few other cases in which the “Keywords” Field should be used; over time you will 
develop a feel for what keywords are important.   
 
To populate the “Keywords” Field, click anywhere in the “Keywords” dropdown box.  Only one 
keyword can be selected at a time with SharePoint database.  
 
Figure II.B-11 is an example of how the keywords Multiple Selection Box might look. 

Press “OK” when all keywords are selected. 

 

 

Figure II.B-11 

 
Electronic Documents 
To enter information in this field, you must first prepare the electronic document by: 

1. Stamping the document (See section III, page C-18) 
2. Scanning the document or utilizing PDF version of document 
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III. Preparing and Scanning the Document 
 

NPDC Stamp 
The NPDC Stamp must be applied to all NPDC scanned documents before it is scanned. 
  

 
 
 
The stamp should include the Document ID, the received date, the folder code, and initials. 
(Please see the NPDC Repository of Document Protocol p. iii). Please see Figure III-1 for an 
example of a completed stamp with original manual stamping procedure. Existing hard copy 
files will include this manual stamp format.  Document IDs are a unique value and the user is 
responsible for determining the next Document ID in the sequence.  A Document ID cannot be 
assigned to more than one record.   For Assignment of the Folder Code please refer to Figure 
II.B-6, page C-14. 
 

 

Figure III-1 

 
Figure III-2 
 

In this example, 384 is the document ID, F170.1 is the folder code, and 6/6/02 is the electronic 
approved and initialed/signed date. See Figure III-1 and Figure III-2. 
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Electronic NPDC Stamping Procedure 
1. Open email in NPDC SharePoint Site Mailbox with official stamp (see NPDC Repository 

Document for access to NPDC SharePoint Site Mailbox) 
2. Download PDF stamp to end user computer. File titled “NPDCElecStamp_Example.pdf” 
3. Open PDF stamp titled “NPDCElecStamp_Example.pdf” 
4. Populate 3 form fields created in this PDF (Figure III-3) 

a. Document ID (Top center above “Received NPDC” stamp)  
 

Folder ID (Bottom center below “Received NPDC” stamp) 
a. Initial of NPDC Chair or designated appointee (right of stamp)  

5. The date field is auto-generated in the center of the stamp.  
 

 
Figure III-3 
 

6. Save PDF in same location as downloaded 
7. Open official document for stamping (PDF version) 
8. Select “Comment” and “Annotations” and choose “Create Custom Stamp” from drop 

down menu (See Figure III-4). 
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Figure III-4 
 

9. Browse to location of “NPDCElecStamp_Example.pdf” (Figure III-5) 
 

 
Figure III-5 
 

10. Create Custom Stamp.  Choose “Standard” category.  The particular category is 
irrelevant.  

11. Name the Custom Stamp the same as the document ID. 
12. Using same approach as outlined in Step 7 above, choose “Comments” tab and 

“Annotations” drop-down and then highlight “Standard Business” and choose document 
ID number of stamp you are placing. 
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13. Place official stamp on document. 
 

 
Figure III-6 

 
14. Stamp is “flattened” by Acrobat during creation of custom stamp.  Therefore, the file 

cannot be modified by any user. 
15. Repeat same steps 4-11 for subsequent documents.  
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IV. Document Naming and Filing 
 

Naming the Document 
Before putting a document in the database, it is important to name it correctly. The document 
should be named: Doc0000ID#. For example, if the Document ID number is 385, the document 
should be named, “Doc0000385.”  Document IDs are unique values for tracking documents in 
database. A Document ID cannot be assigned to more than one record.  The user is responsible 
for determining the next number in the Document ID sequence.  
 
Another thing to keep in mind is that the document should be saved in PDF format. All 
electronic documents in the repository should be in PDF format. If the document printing or 
scanning software does not output PDF documents, you can opt to “print to PDF” or “convert to 
PDF” after scanning is complete. 

 
 

V. Using the NPDC Database 
 

V.A. Searches 

 
 
Figure V-1 

 
1. Folder ID Search 
If you would like to go over all the entries in a specific folder, the “Folder IDSearch” is very 
useful. Like the other searches, Folder Selection Search can be found in the “Searches” tab on 
the starting screen When you select this Search, a list of FolderTitles and FilingIDs comes up.  
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In the upper right hand corner, you will find two options. The first one will open all documents 
in that folder in a listing form, and will not allow edits. The second will be an editable listing 
form. Please see Figure V-2.  
 

 

Figure V-2 

           

2. Subject Field Search 
One of the most useful ways to find a document in the NPDC database is the “Subject Field 
Search.” To use this option, select “Subject Search” in the “Searches” tab in the NPDC Database 
starting screen (See Figure II-1 on page C-4).  
 
You will be asked to enter a subject line search term: 

 

   

Figure V-3 

Select “Search” and a list will be populated. 
 
The search is a “wildcard” search. It assumes any type and/or number of characters occur 
before and after the search parameter entered. It is not case sensitive. However, whatever is 
entered must be exact. For instance, if a person’s name is entered with the middle initial, but 
you do a search with first and last name, but without the middle initial, no results will be 
shown. Example:  Jeffery G. Yost vs. Jeffery Yost. 
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3. Keyword Search 
Compared to the Subject Field Search, the Keyword Search is more general: it searches several 
fields (To, From, Subject, Remarks, Folder Title, and Keywords). In documents that contain 
agendas or minutes, the Keyword Search might be more useful. The Keyword Search button is 
located in the “Searches” box of the starting screen. (See Figure II-1 on page C-4, button 2c). 
Enter the search term and select “OK.” You will be able to browse through database entries. 
 
This search is also a “wildcard” search.  It assumes any type and/or number of characters 
occurs before and after the search parameter entered.  It is not case sensitive.  Remember, it 
not only searches the Keywords field, but also the Folder Title, To, From, Subject, and Remarks 
fields. 
 
**Note: Being familiar with the list of keywords can help you search the database.  
 
4. Date Search (1, 2, and 3) 
Another handy search tool is the “Date Search”.  
 
#1 searches a range of dates greater than the document date entered and less than the 
received date.   
#2 searches for the exact values of the document date and the received date. 
#3 searches a range of document dates. 
 
First, select “Date Search” from the “Search” tab from the main menu.  To activate date search, 
select the drop down arrow in the upper left corner of view box.  By clicking “Document Date” 
you are prompted for the begin and end date.  
 
**Note: You must enter the date as mm/dd/yyyy. Refer to Figure V-4.. Figure V-5 shows the 
variety of document date range parameters that can be searched. 

 
  

           Figure V-4    
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Figure V-5 
 
Instead of a list, a form will come up. You can scroll through the records using the buttons on 
the bottom left corner of the database; please refer to Figure V-6. 

 

Figure V-6 
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V.B. View & Edit Lists for Document Entry 

 
 
Figure V-7 
 

1. Editing the Names Table 
If you come across a name that cannot be found in the “To” or “From” drop-down boxes, the 
name will need to be added to the Names Table. To do this, Select, “Edit Names Table” on the 
Starting Form  in the “LookupLists” tab. The “Edit Names Table” will appear. To add a name, 
scroll to the bottom. The last entry should be blank. You can type a name and the database will 
automatically assign it a NameID. Please refer to Figure V-8 for an example of this.  
  

 

Figure V-8 
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2. Editing the Keywords Table 

The Keywords Table is similar to the Names Table. It can also be found in the box titled “Edit 
Keywords Table” on the starting screen of the database in the “LookupLists” tab. If you need to 
use a keyword that is not yet on the Keyword list, press the “Edit Keywords Table” button A list 
titled “Editable Keywords Table” will appear. You may scroll to the bottom and use the last 
entry for the new keyword, to which the database will automatically assign an ID. Refer to 
Figure V-8 for an example, but note that the Keywords list will contain Keywords while Figure 
V-8 contains names. 

 
 

V.C. Editing, Viewing and Searching Existing Documents 
 

 
 
Figure V-9 
 
In the “Documents” tab on the starting page of the NPDC Database, you will see three options: 
“Enter New Documents”, “Edit Existing Documents” and “Browse Documents (Read Only)” . 
 
The “Browse Documents (Read Only)” will allow the user to browse all the records in the 
database without editing the data. This is a security feature that allows the user to safely view 
all the documents and not have to worry about accidentally altering the data. 
 
“Enter New Documents” provides a new, blank record, in which the user can begin data entry.  
Details on using this form are discussed in “Data Entry” Section II (page C-12). 
 
The “Edit Existing Records” option allows the user to edit records that have already been 
entered in the database. Only use this option if the intent is to edit records.  Do not use this 
button for document browsing!!  Once “Edit Existing Records” is selected, the user can browse 
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records in a couple of ways (See section on Searching for Records using Document 
ID/Browsing Entries on page C-20). 
 
 

 
 
 
 
Searching for Records using Document ID/Browsing Entries 
Once the user is in the database (via “Browse Documents (Read Only)”)there are a couple of 
ways to browse through or search for the documents in the database.  
 
If you are searching for a document and know the Document ID, you can use the search option. 
Make sure your cursor is in the “Document ID” field and enter the Document ID.  
 

 

Figure V-10 

 
 
If you would like to simply browse through the documents, one way to do so is by going 
through the documents by record number. In the lower left corner of the screen, there is a 
Record Field arrow with which you can browse the records: 
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Figure V-11 

 
When this example was used, there were 1327 entries in the NPDC Database, and using this 
tool, you could scan through all of them. 
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VI. Reports 
 
In this section we will discuss generating reports. Prior to generating any reports please 
complete all data entry. This will ensure that all information in each report is current.  
These reports may be found in the “Reports” tab of the NPDC Official Files Database Starting 
Form: 

 
 
Figure VI-1 
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File Reports 
The “Reports” tab in the database starting form will provide a preview Listing of Files by 
Folder Order with Dividers 
 
This Report allows the user to view a comprehensive list of all the documents in the database 
sorted by the folder order in which they are categorized.  This Report also provides the user a 
view of all the documents entered with their respective Record ID, Received Date, Document 
Date and who the document was from. To generate this report, simply click on the notebook 
button to the right of the 6.A. Report description: 

 
 
Figure VI-2 
 

An excerpt of the generated Report appears below: 

 
 
Figure VI-3 
 
The “Documents by Folder ID”. on the database starting form “Reports” tab with “Report of 
Documents by Folder Selected Date Range” on the left allows you to preview Listing of Files by 
Folder with Date Brackets 
 
This Report allows the user to generate a report of documents that fall within a specific date 
range. To generate this report simply click on the ”Documents by Folder ID” button.  See Figure 
VI-4. 
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Figure VI-4  
 
 

You will then be prompted to provide a range of dates your search will be based: 

 
 
Figure VI-5 
 
  
Click “OK” after providing the requested dates. The Report will then be automatically 
generated for you (Figure VI-7) 

 
Figure VI-6 
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Member Reports 
 
The next reports that will be discussed are the Subcommittee Member/Representatives & 
Alternates Reports. 
 
Prior to generating any new member reports remember that it is important to update the data 
entry portion of the database. This particular data entry is located in the “Committees” tab on 
the NPDC Official Files Database Starting Form as pictured below: 
 

 
 
 
Figure VI-7 
 

Each NPDC Representative has been entered by name, address and term served on the NPDC 
by beginning and ending date (Figure VI-8). 
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Figure VI-8 
 
 
Each NPDC Alternate Representative has also been entered by name, address and term served 
on the NPDC by beginning and ending date (Figure VI-9): 
 
 

 
Figure VI-9 
 
 
Each NPDC Subcommittee Member has also been entered by name, address and term served 
on a NPDC Subcommittee by beginning and ending date (”Subcommittee Members” button on 
“Committees” tab on Starting Form, Figure VI-10), however these members are found by 
selecting to view a specific subcommittee membership list: 
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Figure VI-10 
 
Once you select a specific subcommittee, you may view its respective members as you’ll find in 
the example below.  Figure VI-11 gives the example for By-Laws Subcommittee: 
 
 

 
Figure VI-11 
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To enter new Representatives, Alternates or Subcommittee Members, simply go to the first 
page of the data entry portion of the respective member list you want to make an addition to 
and click on the asterisk (as seen in image below) to be provided a new, blank screen to enter 
the name, address, and beginning date as needed. 
 

 
Figure VI-12 
 
Each Report is generated in a similar fashion with differing results. As indicated, the 
Subcommittee Member Report provides a listing of all past and current subcommittee 
members’ names and dates served on the respective subcommittee. The Representatives and 
Alternates Report provides a listing of all past and current representatives and alternates’ 
names and dates served on the North Platte Decree Committee. 
 
To generate the report listing the Representatives and Alternates proceed running the report 
(”NPDC Members” button under “Reports” tab on Starting Form, Figure VI-13) and viewing the 
report) as was done above for the subcommittee members. An example NPDC member report 
is displayed in Figure VI-14. 
 

 
 
Figure VI-13 
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Figure VI-14 
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VII. Database Maintenance 
 

 
Figure VII-1 
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VII.A. Date Problem Query 
 
The Date Problem Query is used to correct any mistakes that might have been made when 
entering document dates and received dates. It can be found in section 5.A. of the starting form 
of the database.  
 
To use the Date Problem Query, press the “Identify Date Conflicts” button in the “Maintenance” 
tab on the starting screen. A list will pop up of any document that has a “date problem.” “Date 
problem” refers to any document whose Received Date is before or on the same day as the 
Document Date.  
 
A good way to check these is by looking at the PDF and correcting the information, if need be. 
But, please note that in many cases, the received date is, in fact, the same day, or maybe even 
before, the document date. 

 
VII.B. Null Query  
 
The Null Query can be found in the “Find Null Data” on the “Maintenance” tab of the database 
starting form. The Null Query option can be used to bring up a list of documents that do not 
have all of the fields filled in. This might mean that some data was not entered as it should have 
been. To bring up a list of these documents, press the “Find Null Data” button, which is located 
in the box titled, “Maintenance Queries,” in the bottom left corner of the starting screen Upon 
pressing this button, a list will come up of documents with missing information. See Figure VII-
2. 
 

 
 

Figure VII-2 

 
The Null Query should be reviewed once in a while so that the database is kept up-to-date and 
under control. The documents brought up by this query should be reviewed and any missing 
information should be filled in, if possible. Some of the documents brought up in the Null Query 
might be completely blank. In this case, a note should be made and the entry should be reused. 
It might be handy to keep a running list of blank entries that need to be reused. If you need 
help understanding how to reuse an entry, please see the section on “Editing Existing Records” 
on page C-19. 
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VII.C. Duplicate Date Report 
  
The Duplicate Date Report is used to check for duplicate record entries. It can be found in in 
the “Duplicate Date Report” button on the “Maintenance” tab of the Starting Form. 
 
To use the Duplicate Date Report, press the “Duplicate Date Report” button in the 
“Maintenance” tab on the starting screen. A report listing any document that has a “duplicate 
date problem” will open.  “Duplicate date problem” refers to any document whose Received 
Date and Document Date are both exactly the same as another document.  
 
This is a report (Figure VII-3); it is not like items Date Conflicts or Null Data which are queries.  
Changes to the actual database cannot be made via the report, but will need to be made using 
item 1.C “Edit Existing Records”.  Your first check of this data will just be visual to confirm that 
each field listed in the report is the same: Date Document, Date Received, To, From and Subject.  
If upon visual inspection any of these items are not exactly the same simply skip those records.  
Figure VII-3 below shows an example report, listed are three duplicate date issues, but none 
are complete duplicate entries, so these can be skipped. 
 
If all the fields listed (Date Document, Date Received, To, From and Subject) are the same you 
will need to examine the attached PDFs and visually confirm that both documents are exactly 
the same.  If the documents are exactly the same, the data should be deleted from one of the 
entries, and it should be reused.  If they are not the same, check to see if any of the fields are 
incorrectly entered; if there are incorrect entries, correct them. 
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Figure VII-3: find date duplicates for document table. 
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Figure VII-1: the “Tables” screen of the NPDC Official Repository database. 

AddressTable: contains the addresses of the NPDC 
members, the Bureau of Reclamation, the Colorado 
Division of Water Resources, the Nebraska 
Department of Natural Resources (Lincoln and 
Bridgeport), the Wyoming State Engineer’s Office. 

Documents: The Main table where the records are 
stored for each document entered in the database. 

FolderTable: Contains the Filing Index which 
organizes the documents into folders.  Is used to 
create Appendix A to the database users manual. 

Keywords: A list of keywords used to populate the 
"keywords" field in the "Documents" table 

NamesTable: A list of names used to populate the 
"To" and "From" fields in the "Documents" table. 
"Documents" table 

NPDC_Alternates: lists alternates and their dates of service. 
NPDC _Reps: lists representatives and their dates of service. 
NPDCRepsAltsCombineTable: combines the two tables listed 
above. 
 “SC” Tables: Each “SC” table lists the subcommittee 
members for that subcommittee and tracks their dates of 
service.  The “SCCombineTable” is created by a macro which 
combines all of the “SC” tables. 
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Figure VII-2: the “Queries” screen of the NPDC Official Repository database. 
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Figure VII-3: the “Forms” screen of the NPDC Official Repository database. 

StartingForm: This is the form from which most of the 
functions of this database can be carried out.  It is meant to 
be the form from which any person using this database 
should be able to enter new records, edit existing records, 
query the database and generate reports.   
Under the “Tools”           “Startup” menu, this form should 
be listed as the “Display Form/Page:” 

Startup Screen 

 

Tools        Startup 
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Figure VII-4: the “Reports” screen of the NPDC Official Repository database. 
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Figure VII-5: the “Macros” screen of the NPDC Official Repository database. 
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Figure VII-6: the “Relationships” screen of the NPDC Official Repository database. 
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NORTH PLATTE DECREE COMMITTEE 

FUNDING AGREEMENT 

For 
Document and Database Management Services 

Project: 
Purpose: This Funding Agreement describes the NPDC Official Repository Document and Database 
Management Services Project (the “Project”). The Project anticipates that the State of Nebraska 
Department of Natural Resources (Nebraska) will process NPDC official files according to the NPDC 
Repository of Documents Protocol as revised at the October 22, 2015, NPDC meeting, processing the 
documents and entering them into a Microsoft SharePoint database at a cost $4,560 annually, 
beginning on January 1, 2014, and continuing until such time as the NPDC decides otherwise.  

 

Description of Work: Nebraska will receive official NPDC documents through the Microsoft 
SharePoint database email account and then proceed to stamp, file, scan, and enter them into the 
official database, according to the procedures in the NPDC Repository of Documents Protocol. 
Electronic versions of the database will be made available to all NPDC Representatives through the 
SharePoint database account.  
 
Total Project Costs: 

NDNR Costs $4,560 
Contingency (15%) $684 

Total $5,244 

The total cost is based on an estimated processing of 65 documents every six months, with an average 
of six pages per document (390 images) averaging around four hours per month.  

 
Members with Interest in Project: Wyoming, Nebraska, and Bureau of Reclamation. See Appendix G 

North Platte Decree Committee Charter, Paragraph IV. I to Final Settlement Stipulation, p. 126.  
 

Per member share for total Project Cost: $1,748 = $5,244 / 3 
 
Balances at Beginning of Project: 

In-Kind Credits: None for this project 
In-Kind Debits: None for this project 

 
Payments: 

In-Kind Services: 

Nebraska will carry out the described work for a cost not to exceed $5,244 ($4,560 + 15%). If costs 
increase to the point that they exceed the 15% contingency, Nebraska will bring this to the 
attention of the NPDC and will renegotiate and amend the not to exceed cost of this funding 
agreement.  

Annually, starting February 1, 2016, Nebraska will submit an invoice of the actual cost to the Official 
Files Ad Hoc Subcommittee Chair. Following approval of the invoice by the NPDC, the FSC will 
track Nebraska’s credit in the annual budget at the approved amount.  

 
Term of Agreement: This Agreement will terminate January 31, 2021, unless extended by the NPDC. 
Either the NPDC or Nebraska may terminate this Funding Agreement at any time with 30 day notice to 
the other party. If terminated, Nebraska will no longer be the party responsible for maintaining the 
SharePoint database and website or its backups. 
 
Requested NPDC Action: 

Approval to have Nebraska carry out in-kind services. 
Approval of per member share of total cost (not to exceed). 
 
Approved by the NPDC  Date: October 22, 2015 
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NPDC	Subcommittee	Members Wednesday, October 14, 2015

12:40:49 PM

All members through all time

 

Names From To Status

SLGSC Stateline Gage Subcommittee

4/1/2007 4/18/2012Lyle Myler, WYAO Inactive

4/1/2007 4/1/2008Phillip Stump, WY‐SEO Inactive

4/1/2007 4/1/2008Brian Dunnigan, Acting Director, NE‐DNR Inactive

4/1/2008 10/9/2013Matt Hoobler, WY‐SEO Inactive

4/1/2008 10/1/2010Jennifer J. Schellpeper, NE‐DNR Inactive

8/1/2008 10/9/2013Erin Light, CO‐Department of Water Resources Inactive

10/1/2010 10/1/2012Pat Goltl, NE‐DNR Inactive

4/18/2012 10/9/2013Hilaire Peck, USBR Inactive

4/1/2013 10/9/2013Jesse Bradley, NE‐DNR Inactive

Names From To Status

RWSC Replacement Water Subcommittee

4/1/2008Matt Hoobler, WY‐SEO Active

8/1/2008Erin Light, CO‐Department of Water Resources Active

10/1/2013Jesse Bradley, NE‐DNR Active

10/21/2014Brock Merrill, USBR Active

8/1/2006 4/1/2008Phillip Stump, WY‐SEO Inactive

9/1/2006 4/1/2007Art Hill, WYAO Inactive

10/17/2006 10/1/2009Jennifer J. Schellpeper, NE‐DNR Inactive

4/1/2007 4/30/2011Brian Anderson, USBR Inactive

2/1/2009 12/13/2012Pat Goltl, NE‐DNR Inactive

2/1/2010 10/1/2013Doug Hallam, NE‐DNR Inactive

4/1/2012 4/9/2014Hilaire Peck, USBR Inactive

Names From To Status

OFSC Official Files Ad Hoc Subcommittee

10/1/2002Jennifer J. Schellpeper, NE‐DNR Active

11/15/2014Rob Foreman, WY Active

11/15/2014Brad Cannon, USBR Active

11/15/2014Laura Nelsen, CO Active

10/1/2002 10/26/2010Lyle Myler, WYAO Inactive

12/1/2002 8/1/2008Ken Knox, CO‐DNR Inactive

10/1/2003 10/17/2006Mike Hill, WY‐SEO Inactive

4/1/2004 4/1/2008Phillip Stump, WY‐SEO Inactive

10/17/2006 8/1/2008Kevin Rein, CO‐DNR Inactive
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4/1/2008 10/26/2010Matt Hoobler, WY‐SEO Inactive

8/1/2008 10/26/2010Erin Light, CO‐Department of Water Resources Inactive

2/1/2009 12/13/2012Pat Goltl, NE‐DNR Inactive

Names From To Status

GWSC Ground Water Wells Standing Subcommittee

6/1/2002Lyle Myler, WYAO Active

4/1/2008Matt Hoobler, WY‐SEO Active

8/1/2008Erin Light, CO‐Department of Water Resources Active

12/13/2012Jesse Bradley, NE‐DNR Active

4/1/2002 10/1/2009Jennifer J. Schellpeper, NE‐DNR Inactive

4/1/2002 10/1/2002John Harju, WY‐SEO Inactive

10/1/2002 4/1/2003Richard G. Stockdale, Deputy State Engineer Inactive

4/1/2003 10/1/2003Tom Quinn, WY‐SEO Inactive

10/1/2003 4/1/2004Phillip Stump, WY‐SEO Inactive

4/1/2004 10/21/2014Lisa Lindemann, WY‐SEO Inactive

2/1/2009 12/13/2012Pat Goltl, NE‐DNR Inactive

4/18/2012 4/9/2014Hilaire Peck, USBR Inactive

Names From To Status

FSC Finance Standing Subcommittee

4/1/2008Matt Hoobler, WY‐SEO Active

8/1/2008Erin Light, CO‐Department of Water Resources Active

12/13/2012Jesse Bradley, NE‐DNR Active

4/1/2013Mahonri Williams, USBR Active

4/1/2003 4/1/2008Phillip Stump, WY‐SEO Inactive

4/1/2003 4/18/2012Jennifer J. Schellpeper, NE‐DNR Inactive

4/1/2003 8/1/2008Kevin Rein, CO‐DNR Inactive

4/1/2003 4/1/2013Lyle Myler, WYAO Inactive

4/18/2012 12/13/2012Pat Goltl, NE‐DNR Inactive

Names From To Status

CUSC Consumptive Use Standing Subcommittee

10/1/2002Lyle Myler, WYAO Active

4/1/2008Matt Hoobler, WY‐SEO Active

8/1/2008Erin Light, CO‐Department of Water Resources Active

12/13/2012Jesse Bradley, NE‐DNR Active

10/1/2002 10/1/2005Ann Bleed, NE‐DNR Inactive

10/1/2002 1/1/2004Ken Randolph, Deputy Area Manager, WYAO Inactive

10/1/2002 2/1/2009Derrel Martin, NE Inactive

10/1/2002 4/1/2008Randy Tullis, WY‐SEO Inactive

Page 2 of 3

Attachment K - Historical NPDC Subcommittee Membership List



 

10/1/2002 4/1/2004Sue Lowry, WY‐SEO Inactive

10/1/2002 10/20/2012Jennifer J. Schellpeper, NE‐DNR Inactive

10/1/2002 8/1/2008Ken Knox, CO‐DNR Inactive

4/1/2004 4/1/2008Phillip Stump, WY‐SEO Inactive

2/1/2009 12/13/2012Pat Goltl, NE‐DNR Inactive

Names From To Status

CCSC Control Crest Standing Subcommittee

4/1/2002Tom Hayden, NE‐DNR Active

8/1/2008Erin Light, CO‐Department of Water Resources Active

2/1/2014Brian Pugsley, WY Active

10/21/2014Brad Cannon, USBR Active

4/1/2002 10/17/2006Ed Kouma, WYAO Inactive

10/17/2006 12/31/2006Mahonri Williams, USBR Inactive

1/1/2007 4/30/2011Brian Anderson, USBR Inactive

1/1/2012 4/9/2014Hilaire Peck, USBR Inactive

Names From To Status

BLSC By‐Laws Ad Hoc Subcommittee

4/1/2002 3/1/2008Ann Bleed, NE‐DNR Inactive

4/1/2002 4/1/2004Sue Lowry, WY‐SEO Inactive

4/1/2002 8/1/2008Ken Knox, CO‐DNR Inactive

4/1/2002 1/1/2004Ken Randolph, Deputy Area Manager, WYAO Inactive
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