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1.INTRODUCTION
The UK Energy Portal is a secure e-commerce system that will allow Duty Holders to make relevant submissions
and notifications online to obtain the necessary regulatory authorisations to operate on the UKCS.

The guidance will provide information on the basic functions for Industry users in relation to Safety Case and any
associated submissions.

Basic Portal Controls

Once logged in to the Competent Authority Portal (CAP) it is important that when navigating through the system,
the user should use the links and tabs provided in the screen. Please do NOT use the browser ‘Back’ &
‘Forward’ buttons as this may result in the user losing the Portal session.

Registration

To utilise the CAP for such submissions you require to register here : Register here for access rights to CAP

Please ensure you also familiarise yourself with the respective Privacy Policy Statement and the terms and
conditions associated with use of the Energy Portal/CAP there is a link to this information at point of registration
request.

When you log onto the portal you will be directed to your workbasket page. This screen displays all outstanding
actions that may require action. With access to available portal applications displayed in the left-hand side menu of the
workbasket (Figure 1)

& Workbasket UK Energy Portal
stan tPage v S Bottom of Page ¥
Workbasket Filler Mode OF  Advanced Mode On

Apply Finer
Transaction / Ref Subject Topic Company status Information “Filter Tog 7

0 Weicome HSE Deputy Case Manager.

Kpasket ordes amo
status |

Company = Information Actions

Workbasket item Count: 2

Top of Page &

Figure 1
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Registration

New Duty holder

If a duty holder does not have a CAP account, an authorised Company representative will need to e-mail details to the
Energy Portal Service Desk mailbox ukop@nstauthority.co.uk who will then arrange for the duty holder to be added to
the CAP.

If a new company requires access, then the company details as registered at Companies House will need to be supplied
to UKOP via email to ukop@nstauthority.co.uk. For companies that are registered overseas, the company number and
name of the Parent Registry will need to be supplied.

Installation not listed on Portal

If you undertake a search for the installation and this is not available on the portal, you should e-mail details to the
Energy Portal Service Desk mailbox ukop@nstauthority.co.uk and the helpdesk personnel will then arrange for the
installation to be added to the CA Portal (if applicable).

Managing Team & User Access

For each Operating Company holding a CA Portal account there are distinct access privileges which can be allocated
to individual users. The Team Co-ordinator will be able to set access levels.

Role of the Team Co-ordinator

The designated Team Co-ordinator(s) within each Organisation can add new users to the CA Portal Team roles, or
remove users as and when required, they will require to be registered to use the portal. To add new users the Team
Co-ordinator should select ‘CAP Dashboard’ from the left-hand side menu of the Workbasket screen (Figure 1.3).

M | [ Drlindustry Safety Case Submitt= X | 4= - a

& C @ O nhips/itportaltestbeis.govuk/edufoxduat19c/fox/?thread_id=e2WmdL_dttwmXNQj&tapp_mnem=cap&xisessionid =sid_e2WmdK_dttwmXNQj&callback=1 A s 1= 4]

Offshore Major Accident Regulator ’:’ Workbasket UK Energy Portal

< Competent Authority Portal Login ~ Bottom of Page ¥ Spell Check  Log Out Bottom of Page ¥

Filter Mode OFf Advanced Mode On

b i — — —

Your workbasket is currently displayed in the standard Workbasket order B & =9

Figure 1.3

The user will then be directed to the CAP Dashboard and should then select ‘Manage CAP Teams’ (Figure 1.4).

J Manage CAP Teams
L Select this option if you need to:

Allow an organisation to use CAP
Madify an Organisations Team

Figure 1.4

Once selected the Team Co-ordinator will be directed to the ‘CAP Teams’ screen. To access the team management
screen the user should begin to type the name of the Organisation that requires updating and select from the options
displayed. Once the Organisation Group has been identified the user should select ‘Manage Team’ (Figure 1.5).
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CAP Teams

4 CAP Dashboard

Manage an organisation's team
Here you can create a new team for an organisation, or modify an existing organisations team for their access to CAP

Simply choose the organisation group you wish to administer and click "Manage Team™

I Only the organisations that you have permission to administer will be available.

Group

M
MUSTANG OIL

4 CAP Dashboard

Figure 1.5

You will be directed to the team management screen where there is a list of users and allocated privileges. The
screenshot below shows an example of only one person. To add new users to the CAP Team, select ‘Add someone to

this team’ (Figure 1.6).

Note: the @ explains the allocated functions for the roles identified. Design notifications are available via the Safety
Case Submitter route.

TeamName  CAP Organisation Team

Team Description  The team required for organisations to access CAP o]
Grid view List view
Bistng @ Safety @
Well @® CON WN OPEP @ Safey @ Safety @ Safety Case Safety Case @
Central Contact Team @ Naotification Clarificiations Clarificiations OPEP (6] OPEP (@ Notification Case Case Case Asset Notification
Details Coordinator Editor Recipient Recipient Applicant Viewer Recipient Submitter Viewer Submitter Transferer Recipient
Wells submitter CAP El &

wells_submitter@cap.com
Work Tel n/a

kN

Save team Cancel changes

A CAP Team

Figure 1.6

You will then be directed to the screen to add the user details. It is important that the exact e-mail address of the user
is added as this is utilised as the primary identifier of the user. Once the above details have been added then you should

select ‘Add Person’ then Save (Figure 1.7).
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Select Person
Please enter an Email Address, Forename and Surname of the person you want to add then click Add Person

best suggestion will be presented, at which paint you may accept the suggestion, or create a new recard with your entered values

The values enter — =
Email Address o bloggsemustag.co.uk
Forename Jo
Surname Bloggs
Organisation  hustag ®
lephone Number | 0203028 1111 x

You may select yourself as the persan

Figure 1.7

If the user does not have a Portal account a yellow ‘warning triangle’ will be displayed. Hovering over this icon will
display the warning message ‘Contact does not yet have a login account.” You should advise the user to self-register or
as Team Co-ordinator you can also register the user, and an email will be sent to the user to activate access the CAP

access rights.

You will be able to allocate permissions and save the changes with the warning triangle displayed. The individual roles
are described more fully hovering over the @icon. (Figure 1.8).

TeamName  CAP Organisation Team ®
Team Description The team required for organisations to access CAP [6]
Gridview  Listview
Edsing @ Safety @
Well ON © WN ® oPEP ® Safety @ Safety @  Safety Case Safety Case
Central Contact Team @ Notifi ke larificiations Clarificiations OPEP @ OPEP @ Notification Case Case Case Asset Notification
Details Coordinator Editor Recipient Recipient Applicant Viewer Recipient Submitter Viewer Submitter Transferer Recipient
Ll il il t 1 ' t ' il il ’ Ll
5
Wells Submitter CAP v ]
w @cap.com
£
Y

w Cancel changes

Figure 1.8

To remove a User from the CAP Team you can click on the minus icon just below their name then ‘Save team.’ It is important
that the team coordinator removes the access rights for your respective organisation for personnel who have left the
organisation (Figure 1.9).

You should also notify the NSTA helpdesk that the person no longer requires access to the CAP for your organisation.

& Add someone to this team

I
PRV  Cancol changes

Figure 1.9
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2. SUBMIT A DESIGN NOTIFICATION

If you are submitting a design notification for an installation which does not already have a Safety Case, you should
select the CAP Dashboard from your workbasket (Figure 2.1).

M [Y Orindustry Safety Case Submitt= X | 4 - [=]

< C @ (& httpsy//itportaltest.beis.gov.uk/edufoxduat19¢/fox/?thread_id=e2WmdL_dttwmXNQj&app_mnem=cap&ufsessionid =sid_e2WmdK_dttwmXNQj&callback=1 A s 1= 8
. . k-

Offshore Major Accident Regulator |pue e ?sEE Workbasket UK Energy Portal

« Competent Authority Portal Login  Bottom of Page ¥ Spell Check  Log Out Botiom of Page ¥

Search Notifications
Filter Mode OFf  Advanced Mode On

Update My Details Workbasket
Undate My Passviord
P ly Apply Filter
—— Transaction | Ref Subject Topic Company Status Information “Filter Tag Resel Filter
Errl I — [ S — — [— —
Refresh
ORERS “Your workbasketis currently displayed in the standard Workbasket order @) B & @

From the CAP Dashboard you should select ‘Start a new Design Notification’ (Figure 2.2).

Offshore Major Accident Regulator | 5 GRS @

CAP Dashboard

- Workbasket

ﬂ Start a new Safety Case

Select this option if you need to:
Start a new Safety Case

Select this option if you need to:
Start a new Design Notification where there is not already have a Safety Case for the Installation

« Start a new Design Notification

Figure 2.2
You are directed to a screen where you are asked if you have a Safety Case submitted for this installation.

If you do not have a Safety Case already on the system for this installation, you select ‘No.” You will be taken to a
screen which requires you to select the appointed Installation Operator or Owner and then submit by clicking on the
‘Prepare Design Notification’ (Figure 2.3).

[ [ Creste a new Design Notificatior X | = -

]
< O Mm@ 3 hitpsy/itportaltest beis.gov.uk/edufoxSu... A g 8= .

Offshore Major Accident Regulator

Create a new Design Notification

-4 CAP Dashboard

Create a new Design Notification

Has there already been a Safety Case Submitted for this installation?
) Yes

® No

Please select the Duty Holder (appointed installation operator) or Owner
responsible for this design notification

Prepare Design Notification

- CAP Dashboard Accessibility Statement
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Figure 2.3

You then select the relevant regulation and progress via the Notification Form tab (Figure 2.4).

4 Workbasket

Regulations

Please select the relevant regulations for your Notification.

L1 Reo 6(1) (2005} Decion Nofification - Offshore Great Britain

Reg 15(1) (2015): Design Notification - Offshore Great Britain

‘ Notification Form @) \

Figure 2.4

On the Notification Form screen, you will note that the Company House Address is already populated. You require to
input your local contact details (Figure 2.5).

Registered Duty Holder Details

Company Name Company Address
MURPHY SCHIEHALLION LIMITED SHELL CENTRE

YORK ROAD
Company Group Loleat

SET7NA
ROYAL DUTCH SHELL

Company Number
07944011

Contact Details

Name Email
|o Bloggs Jjo.bloggs@cap.com
Telephone

01345 845678

Company address

20 blogs Road
Blogsville
AB126TU

Figure 2.5

On the same Screen, you require to select the relevant installation and include detail of Number of beds (Figure 2.6).
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for Environment & Decommissioning

Notification Details

If you have a COIN reference related to this Design Notification (either previously obtained or recently
provided by HSE) then please enter it below.

COIN Reference

optiona
Installation Search
[start typing to see suggestions q, | Advanced Search
Alligin Subsea Manifold B Remove Installatio
Installation Type Year of Installation

SSM - Subsea - Manifold

Field

ALLIGIN

Datum Location NS
ED50 060 24 43.452N
Location EW

00403 25.128W

Quadrant/Block Block Suffix
204/20 a

Hydrocarbons Produced / Processed
None

Number of beds

Upload the Design Notification and add a description then ‘Submit’ (Figure 2.7)

. o Notification type D=
Design Notification Form Duty Holder BP
ComeReference 113 Faclties
Case Manager = Assessment Manager 1ot yot a5sigred
Regulations v
Notification Form ¥ Design Notification Documents
Documents x
Please upload at least one document and ensure each file has an accurate description of its contents.
Submit As a minimum the Design Notification to which this Notification pertains must be uploaded
Upload a file
®
@ Notification Form Submit &

Figure 2.7

You require to tick a declaration and ‘Submit’ (Figure 2.8)

Page 10 of 18

=12

HSE



Offshore Major Accident Regulator % gg

Offshore Petroleum Regulator
for Environment & Decommissioning H S E

: PP P Notification
Design Notification Form Duty e
COIN Refer:

Case Man

<4 Workbasket
Regulations v

Notification Form ¥ Submit your Design Notification
Documents v

Notification is valid
Submit Your Netification has passed validation checks and is ready for submission.

Please read this declaration and tick the box to indicate your agreement
before continuing.

In making this submission on behalf of the Duty Holder/Owner, | declare that | have checked the
information provided in the notification and that, to the best of my knowledge, the information is
correct and does not include any false or misleading infermation that could invalidate the notification

| agree with the above declaration

Submitter

by: Dr Industr,

Ag

® Documents

Figure 2.8

A screen will pop up advising the notification has been sent to OMAR (Figure 2.9)

Design Notification Form
4 Workbasket
Regulations
Notification Form
DTS Notification Reference: SC/PRD/494/DN/1
Your Notification has been submitted and has been sent to the Offshore Major Accident Regulator
(OMAR) admin team for consideration
Submitted
Return to Workbasket
® Documents
4 Workbasket
Figure 2.9

Existing Case on CAP

If you have an existing case on the CAP and you select Yes (as requested at Figure 2.3) you will be directed to select
the relevant Installation and click on Start Design Notification. In this example there is only one to select but for your
respective organisation there will be the list of all the available installations. On selection of Start Design Notification a
further pop-up box appears seeking confirmation that this is the action you want to take. (Figure 2.10).

Please submit this Design Notification against the existing Safety Case

All Safety Cases for which you can submit this notification on are listed below

Reference Duty Holder Installations Status

NP1 HUNTER PETROLEUM LIMITED Transocean Leader Active tart Design Notification

Figure 2.10
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You require to select the respective legislation (Figure 2.11)

Regulations
Please select the relevant regulations for your Notification.

[] Reg 9(1) (2005): Design Notification for Conversion to Production Safety Case
[J Reg 19(1) (2015): Design Notification for Conversion to Production Safety Case

Figure 2.11
BEYOND THIS POINT YOU WILL FOLLOW THE SAME PROCESS AS DESCRIBED AT FIGURE 2.5 ONWARDS®
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3. RETURN OF A NOTIFICATION FROM THE REGULATOR

If the notification is returned, you will receive an email alert. The returned notification will be in your workbasket
(Figure 3).

Workbasket Eiter Mode O Advanced Mode On
Apply Fiter
Transaction / Ref Subject Topic Company status intormation “Filter Tag st
A > For Mtention v
Welcome Industry Safety Case Submitter, you last logged in on Z1st February 2023 at 08:10.
@ vour current passwora expires on 15t April 2080,
our workbasket s curenty displayed in the standard Workbasket order nNoa
Transaction Subject status o 7
mpan) ntormation ctions

Ret Topic Company Date
SCIPRDI494DN et s e I e Rotined for Amendmen) 228 0rett QD

P Last modited: 215t February 2023 08:45.03 : e

Figure 3

The next screen will provide you with a reason as to why the notification has been returned (Figure 3.1)

i . i Notificatic|
Design Notification Form Duty
COIN Ref|
Case M|
4 Workbasket
Regulations v

Notification Form Design Notification

Documents

NotificationReturned
Submit The Notification has been returned with the following response. Please address this and re-submit.

No diagram to explain X

Figure 3.1

You have the option to either cancel the submission from your workbasket or e.g., upload any additional
documentation requested (Figure 3.2)

Design Notification Form

Notfication type Design Nowhca
Duty Holder 87 FLC
COIN Reference Not ye
Case Manager Dr

4 Workbasket

Regulations v
e ezdem (e ¥ Design Notification Documents
Documents

Please ensure each file has an accurate description of its contents.

Submit As a minimum the Design Notification to which this Notification pertains must be uploaded.

Edit Description

Delete
Upload a new Version

@

Design Notificati

ubmission.docx 11k Edit Description

@ s Delete
Upload a new Version
(0]
Upload a file
®

M Download documents as zip

@ Notification Form

Figure 3.2

The steps beyond this point are as detailed above.
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4. COMMUNICATIONS

The regulator may send you a communication via the CAP. If a communication is sent you will be advised by email.
You should access the communication via selection of View Notification from your workbasket (Figure 4)

Workbasket Etor Mode Off Advanced Mods On
Apoly Fiter
Transaction | Ret Subject Tople Company status Intormation sy
1 v F ’
Welcome Industry Safety Case Submitter, you last logged in on 21t February 2023 at 08:47.
Your current password expires on 15t April 208
LI e

Status

Compan Information Actions
o Date

66

EPPLC

Figure 4

You should then select Communications on the left-hand column of screen (Figure 4.1)

1
Design Notification Form

-4 Workbasket
Regulations

Notification Form Regulations
Documents

Please select the relevant regulations for your Notification.
Management

Communications

Reg 6(1) (2005): Design Notification - Offshore Great Britain
Reg 15(1) (2015): Design Notification - Offshore Great Britain

Figure 4.1

A further screen will appear with the detail of the Communication. If there is a response request, you select the
Respond tab (Figure 4.2)

Design Notification Form

- Workbasket

Regulations
Notification Form Hide All
Documents
Communication 1 (SC/PRD/494/DN/1) Respond Show/Hide

Management

Communications

Note
Please advise detail relating to drawing X

-4 Workbasket

Figure 4.2
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This then opens a further screen to allow you to either respond in the comment box and/or upload additional
documents (Figure 4.3)

Design Notification Form

A Workbasket
Regulations

lotifi i
Notification Form Hide All

Documents

Communication 1 (SC/PRD/494/DN/1) Respond Show/Hide

Management

Communications

Note
Please advise detail relating to drawing X
Responses
22 February 23 ° Response
13:48 From: Dr Industry Safety Case Submitter (Duty Holder)

See details in attached diagram

TEST 2.docx 11 ke

Created By: Dr Industry Safety Case Submitter 22-FEB-2023 13:48:18

Figure 4.3
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5. CONCLUSION LETTER

When OMAR has completed the inspection of the Design Notification you will receive an email alert advising that the
detail of the inspection is in your workbasket. You should click on the Acknowledge Notification tab (Figure 5).

Your workbasket is currently displayed in the standard Workbasket order LI
Transaction/ () Subject/ ) =y Status /| () o - e
= c ( - nformation ctions
Ref Q Topic 9 ompany - Date
Design Notification Complete Acknowledge Notification,
SC/PRD/494/DN/1 Al &Subsea Manifold BPPLC Last modified: 27th March 2023 Notification of D
g 11:42:55 27th March 2023 12:53

Figure 5

On progression you will be taken to a screen where you will be able to view the Letter and any potential Assessment
Issues. You click on the View PDF. You also require to acknowledge receipt of the letter (Figure 5.1)

< Workbask

Reference  CAP Safety Case - SC/PRD/183/DN/1

Issued To  HUNTER PETROLEUM LIMITED

Primary Recipients  Dr Duty Holder 2

Notification List

You have been issued with the following documents. Please view them and take any appropriate action
Title Doacument
CAP Safety Case Letter View PDF

Acknowledgement of Receipt

Please note

+ Once you have acknowledged receipt you will be able to remove this entry from your workbaske.
+ Once removed you will be able to view this natification using the Search Notificationss option in the main menu
+ Only Authorised Contacts may scknowledge receipt of natifications. Information Contacts can anly view the notifications

Acknowledge Receipt

o« Workbask

Figure 5.1
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6. SEARCH FACILITY

Notifications can be viewed via the CAP Dashboard. You can access the CAP Dashboard from your workbasket (Figure
6).

M | [ Drlindustry Safety Case Submitt= X | == - a

& C @ O nhitps/itportaltest beis.goviuk/edufoxduat19¢/fox/?thread_id=e2WmdL_dttwmXNQjétapp_mnem=cap8ixfsessionid =sid_e2WmdK_dttwmXNQj&callback=1 A Ys t= o)

2 E12 Workbasket

wemomenaoatmsors HSE

UK Energy Portal

Offshore Major Accident Regulator

~ Competent Authority Portal Login ~ Bottom of Page ¥ Spell Check  Log Out Bottom of Page ¥

Search Notifications
Filter Mode OFf  Advanced Mode On

Update My Details Workbasket
Update My Password
“Apply Fiter
& Transaction | Ref subject Topic Company Status Information “Filter Tag Recel Filer
]| () e I — — [— [—
Refresh
CAP Published
< )]

“our workbasket is currently displayed in the standard Workbasket order () gl & 9

Figure 6

To search for a Design Notification, you should select the Search Safety Cases tab (Figure 6.1).

.:("x Migrate an existing OPEP

hat was approved before CAP

Search OPEPs

Salect th

f you need to:

Search Safety Cases

Salect this option if you need to

O Search Combined Operation Notifications

Figure 6.1

You will be taken to the screen where you can undertake a search by different options. In this instance the search was
by installation. When you enter the details and undertake a search a further section of the screen then allows for you to
view the submission (Figure 6.2).

Duty Holder organisation group

Duty Holder organisation

Safety Case Status
1 In Progress

[ Active

O Inspected

0 Not Accepted
1] Withdrawn

O Cancelled
O Closed

Case Detalls Most Recent Submission Detalls
Safecy Case Reference Last submission type
— ®

Submission Status

In Progress Received
Iniial Review Assessment Instructiors

T Assessment Instructions Issued = Assessment
Decision Inspection Conclusions Report
Generate Lettor Awalting Controlied Copy

T Pending Asset Transfer o

Compiete

Instatiations

Transaeean sprabergen &

@ Toggle advanced parameters

Organisation Status

SHELL UK. LUMITED Inspected

Figure 6.2
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When you click onto the View Submissions a further pop-up screen appears which details any relevant submissions,
and you can view the detail by clicking on the tab (Figure 6.3).

Safety Case Submissions - SC/PRD/200
Subrmitied on 12 Now 2018 1234 () SC/PRD/200/DN/T compice
Design Notification
Close
Figure 6.3
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