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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)

.
Offshore Major Accident Regulator i rgs Workbasket UK Energy Portal
«Stant BotomofPage ¥ Sped Check  Log Oul Bottomof Page ¥

Apply Finer
Transaction / Ref Subject Topic Company status Information “Filtes

@) veeicome HsE Deputy Case Manager.

Hbasket orde amo

Status |
Company = Information Actions

Aol Fiie | B Al Ret Workbasket item Count: 2

«stan  TopofPage A SpelCheck  LogOut Top of Page &

Figure 1

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.
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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@ogauthority.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).

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

Search Natifications

Workbasket Filter Mode Off  Advanced Mode On

Transaction / Ref Subject Tepic Company Status Information “Filter Tag

< For Arention V) Show Al

Your workbasket is currently displayed in the standard Workbasket order &

Transaction / Subject/ Status /
Company Information Actions

Ref Topic O Date

Figure 1.3

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

’ Manage CAP Teams
1 Select this option if you need to:

Allow an organisation to use CAP
Modify 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

< 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.

nisation Group

M
MUSTANG OIL

< 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.

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 @  Notification Clarificiations Clarificiations OPEP  @® OPEP @  Notification Case Case Case Asset Notification
Details Coordinator Editor Recipient Recipient Applicant Viewer Recipient Submitter Viewer Submitter Transferer Recipient
Wells Submitter CAP E o
wells_submittermcap.com
WorkTel n7a
N
Cancetchanges
PRS-

Figure 1.6

You will then be directed to the user input screen and you will need to input details of the user
to be added. 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).

Select Person
Please enter an Email Address, Forename and Surname of the person you want to add then click Add Person

The values entered must all match those of the person you would like to add.If a match cannot be found, the best suggestion will be presented, at which point you may accept the suggestion, or treate a new record with your entered values

Email Address JobloggsBmustag.couk.
Forename
Surname

Organisation

Telephone Number

Cancel

-OR-

You may select yourself as the person

Figure 1.7
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If the user selected 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 for the person to activate
access to the CAP.

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

TeamName  CAP Organisation Team ®

Team Description  The team required for organisations to access CAP

Grid view List view

Edstng @ Safety @

Well @ CON © WN ® oPEP ® Safety @ Safety @  Safety Case Safety Case
Central Contact Team @ Notification Clarificiations Clarificiations OPEP @ OPEP @ Notification Case Case Case Asset Notification
Details Coordinator Editor Recipient Recipient Applicant Viewer Recipient submitter Viewer Submitter Transferer Recipient

Wells Submitter CAP = <
er@cap.com

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.

o

%

Cancelchanges
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2. RELOCATION NOTIFICATION

From your workbasket you should go to the CAP Dashboard to start a new relocation
notification (Figure 2.1)

Offshore Safety Directive Regulator s, EEE Workbasket UK Energy Portal

= Compatant Authariy Portal Login~ Befiom of Paga ¥ Spall Chack  Log Out

Transaetion 1 Ret supjct Topie company surus Intormation “Fifer Tag e

Transaction | ) Sublect/ O Status | O —
3 e O Company = information Actions.

Figure 2.1

You should access the relevant Relocation Notification tab (Figure 2.2)

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

ﬂ Start a new Safety Case

« Start a new Design Notification

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

@ Start a new Relocation Notification

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

Figure 2.2

You will then be asked to confirm if there is an existing Safety Case (Figure 2.3)

Create a new Relocation Notification

4 CAP Dashboard

Create a new Relocation Notification

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

O No

4 CAP Dashboard

Figure 2.3
If there is an existing current Safety Case and on entering Yes (Figure 1.3) this will provide

the list of the installations against your duty holder that you can select. You pick the relevant
installation and click on Start Relocation Notification (Figure 2.4)
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SCIPRDIG CORSAIR PETROLELIM (NORTHERN NORTH SEA) LIMITED Ensco 80 Active Start Relocation Notification
Ensco 92

SCIPRDIS CORSAIR FETROLEUM (NORTHERN NORTH SEA) LIMITED Alma Production Drill Centre Active T T T

SCIPRDIIC CORSAIR PETROLEUIM (NORTHERN NORTH SEA) LIMITED 4lba Northern Platform Active e e

Are you sure you
Relocation Notifc

woeaza
for SC/PRDYG

Figure 2.4

You tick the relevant legislation then move to the next stage by via the Notification Form tab
(Figure 2.5)

an Referenc

N Notiication type el
Relocation Notification Form o

Duty Hold M (NORTHERN NORTH SEA) LAAITED Statuss
COIN Referenc
Regulations
Notification Form Regulations
Documents
Please select the relevant regulations for your Natification.
Submit

Reg 6(2)(a) (2005): Relocation Notification - Offshore Great Britain

™ Reg 15(3) (2015): Relacation Notification - Offshare Great Britain

Notification Form &

Figure 2.5

The next screen has certain details pre-populated, but you will require to enter the expected
date of the relocation and your contact details. You then move on to the next stage by
clicking on the documents tab and upload the relocation notification and add a description
then progress to Submit (Figure 2.6).
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Name

Jo Bloggs

Telephone
01234567839

Company address

Corsair House

Email

jo.bloggs@Corsair.co.uk

Notification Details

COIN Reference

optional

224567

Planned Relocation Date

Day Month Year

02 04 2019 X

Installation Search

Fe

Start typing to see suggestions

Ensco 80

Installation Type
MDR] - Mobile Drilling Jackup

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

Advanced Search

@ Remove Installation

Year of Installation

&arch
\  Advanced Search

=12

HSE

@ Regulations Documents &
Figure 2.6
You require to upload the relocation notification and add a description then submit (Figure
2.7)
Relocation Notification Form m:.'::;: TE‘ MORTHERN HORTH SEA] LMITED
Regulations v
s b ¥ Relocation Notification Documents
Documents
Please ensure each file has an accurate description of its contents,
Submit As a minimum the Relocation Notification to which this Natification pertains must be uploaded.
®
@
@© Notification Form |5ub'ﬂ|t@
Figure 2.7

A declaration screen will appear, and you require to tick that you agree with the declaration

(Figure 2.8).
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Relocation Notification Form
@ Werthawe
Regulations v
Naxificadon Forrn ¥ Submit your Relocation Notification
Documents v
Notification is valid
Submat Your Notification 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, | dectare that | have checked the
nformation provided In the notification and that, to the best of my knowiedge, the Information is
corract and does not incluce any fatse or misleadng Informanion that coudd Invalidate the notification
and could constitute an offence

W | agree with the abave declaration

Agramt g T Oty Martie

© Documents

4 Wnbaas

@ Are you sure you wish to submit this
notification?

Cancel
Figure 2.8
A further screen will appear advising notification submitted (Figure 2.9)
Relocation Notification Form
« Workbasket
Regulations
Notification Form
EEE TS Notification Reference: SC/PRD/6/RELOC/1
Your Notification has been submitted and has been sent to the Offshore Safety Directive Regulator
(OSDR) admin team for consideration.
Submitted
Return to Workbasket
®© Documents
« Workbasket
Figure 2.9
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OSDR may, via the CAP, seek points of clarification. An email alert will be sent to the notifier
if such a communication is raised. You will be able to view the details via your workbasket

(Figure 3.1)

Subject |
Rt Topie

p—

Information
Date

Company

CORSAR PETROLEUM (HORTHERN NORTH SEA)

comps
[ra—— ocihed 21t Hovember
SCPRDSRELOCH 0O [on Last mocified 215t Newermber 2018 13.43

Submited

8 & 0

Figure 3.1

On progression from your workbasket you will be taken to the relevant screen where you can
access the detail by selection of the communication tab on the left-hand column (Figure 3.2)

Notification type F
Duty Hol
COIN ReForen

Relocation Notification Form S p————

Aerkbasket
Regulations
Notification Form Regulations
Documents

Please select the relevant regulations for your Notification.
M:

[ Reg 6(2)(a] (2005 Relocation Notification - Offshere Great Britain

F Reg 15(3) (2015): Relocation Natification - Offshore Great Britain

A Workbask:

Reference SCPADIERELDY
seatus Complere

Notification Form &

Figure 3.2

On progression this will take you to the screen where you can view the detail and provide you

with the option to return a response (Figure 3.3).

Relocation Notification Form

<« Workbasket
Regulations

Notification Form

Documents Fiide Al
Management Communication 3 (SC/PRD/6/RELOC/T) & a Show/Hide
Communications Cr y Dr Topit 5 n 22-NOV-2018 10:21:53

on 22-NOV-2018 10:23:26

Clarify the reason TR is X

« Workbasket

Figure 3.3

When you select the respond you will have the option to either input details into the notes box

and or upload files then select send (Figure 3.4).

Page 11 of 15



Offshore Major Accident Regulator %

Offshore Petroleum Regulator
for Environment & Decommissioning

Regulations
Notification Form

Documents

Management

Communications

Relocation Notification Form

<« Workbasket
Hide All
Communication 3 (SC/PRD/6/RELOC/1) Respond Show/Hide

Created by Dr Topic Specialist 1 on 22-NOV-2018 10:21:53
Last updated by Dr Topic Specialist 1 on 22-NOV-2018 10:23:26

Note

Clarify the reason TR is X

Responses

22 November 18 o Response

1223

Response
This is explained in greater detail within atiachment

TEST.docx 11k Edit Description
File Destription: TR Clarification
Created By: Dr Duty Holder 1 32.NOV-2018 12:28:41

Upload a new Version L=
Upload a file @
@ Delete
® Are you sure you wish to send this
response’
Carcl
Figure 3.4
A summary screens
the detail (Figure 3.5)
Relocation Notification Form
4 Workbasket
Regulations
Notification Form
Documents L]
Management Communication 3 (SC/PRD/6/RELOC/1) Respond Show/Hide

Communications

Created by Dr Topic Speefalist T on 22-NOV-2018 10:21:53
Last updated by Dr Topic Specialist 1 on 22-NOV-2018 10:23:26

Note

Clarify the reason TR is X

Responses

22 November 18 o Response

12:39

From: Dr Duty Holder 1 (Duty Holder)
This is explained in greater detail within attachment
TEST.docx 11 k8

File Description: TR Clarification
Created By: Dr Duty Holder 1 22-NOV-2018 12:28:41

Figure 3.5

=12
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You will receive an email advising Conclusion Inspection Letter has been sent and that you

can access this via the CAP (Figure 4.1)

U
= Transaction / sublect status |
Rer Topic Company Date o
. ) — Congiste I —
soprpaREioy | Pt SORSAR PETROLEUM MORTIERNMORTHSEN I, e 201 1620 Mo o g
2610 Novareber 2018 16:45

Figure 4.1

On progression from your workbasket you will be able to view the letter and acknowledge

receipt (Figure 4.2)

CAP Documents

« Workbasket
Reference CAP Safety Case - SC/PRD/E/RELOC/T
Issued To CORSAIR PETROLEUM (NORTHERN NORTH SEA) LIMITED

Primary Recipients  Dr Duty Holder 1

Notification List

You have been issued with the follawing documents. Please view them and take any appropriate action.

Title

CAP Safety Case Letter
Acknowledgement of Receipt

Please note
+ Once you have acknowledged receipt you will be able to remove this entry from your workbasket.
+ Once removed you will be able to view this notification using the Search Notifications option in the main menu.
+ Only Authorised Contacts may acknowledge receipt of notifications. Informatien Contacts can only view the netifications.

P

® Showsy|

By acknowledging receipt of this

@ ricaron you sreeyo e
authorised to receive it and able to act
upon it as necessary

Figure 4.2

The screen will then display letter acknowledged (Figure 4.3)

CAP Documents
«Workbasket
Reference CAP Safety Case - SC/PRD/6/RELOC/1

Issued To  CORSAIR PETROLEUM (NORTHERN NORTH SEA) LIMITED

Primary Recipients  Dr Duty Holder 1

Notification List

You have been issued with the following documents. Please view them and take any appropriate action.

Title

CAP Safety Case Letter
Acknowledgement of Receipt
This notification has been acknowledged. Details below.

Acknowledgement By  Dr Duty Holder 1

< Workbasket

26-NOV-2018 16:57

Figure 4.3
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5. SEARCH FACILITY

Tranzsction | et Subsect Topic Company stanus Infoemanion “Fiee Tog

v o v
payea nthe ot )
Transaction | Subject | Status | Intormarion Acsoms
Rer Topic & " - § e
Help CIPRDM TS . Complele
SCPADAITSRELOCH  Relocaon Notcason 3P OIL DEVELOPMENT LIMITED L modid 200 Novesber 2018 171444 Submilied

Fraquantly Asksd
Guestions

Figure 5.1

To search for a relocation notification, you should select Search Safety Case (Figure 5.2).
@ Start a new Relocation Notification

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

E Start a Combined Operation Notification

Select this option if you need to:
Start a new Combined Operation Notification

4 Upload an existing Safety Case

0 Select this option if you need to:

Migrate an existing Safety Case approved before CAP

Select this option if you need to:

Search for and view a Safety Case

Work on an existing Safety Case

Export Safety Case Data

Withdraw a Safety Case

Make a material change to an accepted Safety Case

Q Search Safety Cases

Figure 5.2

There are various means for undertaking of a search. In this instance we have selected the
installation name. (Figure 5.3)

Case Details Most Recent Submission Details
Safety Case Reference Last submission type
crPAD23 @
Duty Holder arganisation group Submission Status
In Progress Recelved
Duty Holder organisation 1 Initial Review 1 Assessment Instructions
1 Assessment Instructions Issued 1 Assessment
O Decision O Inspection Condlusions Report
Safety Cose Status O] Generate Letter 1] Awaiting Contralled Copy
In Progress
Pending Asset Transfer Complete
Active
1 Withdrawn 1 Cancelled
Inspected
Nat Accepted Instaliations
Withdrawn I Ensco B0 x
Cancelled @ Toggle advanced parameters
Closed

@ Toggle advanced parameters

® Export to Spreadsheet

Reference Safety Case Type Submitted Date Organisation Status

SC/PRD/E Safety Case for Production Installations 03.MAR 2017 CORSAIR PETROLEUM [NORTHERN NORTH SEA] LIMITED Active

When you select search a further additional box appears below the search tab. To view the
submissions against this installation you should select View submissions. You can also view
all Communications (Figure 5.4).

© Export to Spreadsheet

Reference Safety Case Type Submitted Date Organisation Status

SCIPRD/E safety Case for Production installations 09-MAR-2017 CORSAIR PETROLEUM (NGRTHERN NORTH SEA) LIMITED Active

Figure 5.4
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Figure 5.4

You will note that all activities undertaken from the CAP will display. You can view the detail
by selection of View Submission (Figure 5.5).

Safety Case Submissions - SC/PRD/6

Submitted on 09 Mar 2017 13:35 ° SC/PRD/6/PRD/1  complete El View Submission
Decided on 09 Mar 2017 13:52 Safety Case for Production installations
Submitted on 09 Mar 2017 15:33 SC/PRD/6/MCS/1 | Received B View Submission

Material Change Submission

Submitted on 21 Nov 2018 11:46 ° SC/PRD/6/RELOC/1  compiete B View Submission

Relocation Notification

SC/PRD/6/REV/1 inprogress

Revision of Safety Case

Close

Figure 5.5
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