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1 INTRODUCTION

Energy Portal

The UK Energy Portal is a secure e-commerce system that will allow Duty Holders to make
relevant submissions and notifications online.

Competent Authority Portal (CAP)

The Competent Authority (‘CA’) undertake functions such as accepting and/or assessing
relevant submissions and inspecting relevant notifications. The CA functions are delivered by
the Health and Safety Executive (‘HSE’) and the Offshore Petroleum Regulator for Environment
and Decommissioning (‘OPRED’) working in partnership. The partnership formed for this
purpose by HSE and OPRED is formally known as the Offshore Major Accident Regulator
(‘OMAR).

The CAP will be used for the processing of notifications as required by the Borehole Sites and
Operations Regulations 1995 and The Offshore Installations (Safety Case) Regulations 2005.
Well Notifications will be submitted via the CAP but the regulatory obligation rests with HSE
and not the CA.

The guidance will provide information on the basic functions for Industry users in relation to
Well Notifications.

Basic Portal Controls

Once logged in to the 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 CAP session.

Access to the CAP is available through the following link:

CAP - Log In (beis.gov.uk) You will require to provide your Login Id and Password. If you do
not have access to the Energy Portal, you should set this up via the self-registration on the
portal. You should also arrange for your Team Coordinator to set up relevant access rights (See
Role of Team Co-ordinator

also) Figure 1.1
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UK Energy Portal

Login using your energy portal account

Username |

Password |

Defend against phishing attacks

As you are connecting externally, all genuine pages will begin
with: itportal.beis.gov.uk

[ Login | Register for a portal account
— Forgotten your password?
Report a suspicious page

Help ContactUs  Frequently Asked Questions  Terms And Conditi
Support

Privacy And Cookies  Security Policy  Accessibility Statement

Self Registration

You afe shout 1o register for an Energy Pl Login Account. Nots that all new account registralions are checkad by our SOMINSIIor, nd May be suspendsd or cancelled I details cannol D cormoboralsd. Piease Supply & sutable conlact telephons numbst ta
av i nce SHOUIQ Bur BONUMENAION NEd 10

ppeapriate for use wilh he Portal, I s prefasmed 1o be one INal i relaled 10 your arganisation amd nol 4 Mird party web based Email accoun

“Email

“Email Confim
“Tme
*Forename
*Sumame

“Telephone
wer

“Mew Password

“Mew Password
Conf

Please enter the securty code displayed below. This s necessary to safeguand the portal against automasc registration

*Entes Security Code

Reister | | Cancal Registration

Top of

Figure 1.1

When logging into the CAP the user will be automatically directed to the Workbasket screen.
This screen displays all outstanding actions that are relevant to the user and that may require
action (Figure 1.2).

« Competent Aumcaty Por Logm  Botom ot Page ¥ Los ot o o300
Workbasket it Mode OF Advatced Mode 0o
Ao T
o (8 - Tope —ey e Jormat Finwe Tog
0
te wEo
Ret wosy
o e -
(=3
eres €
» o
”
=3
by G

Figure 1.2
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Access to available CAP applications is displayed in the left-hand side menu of the Workbasket
screen (Figure 1.3)

4 Compaterd Aubwaity Fortal Logn  Batlom of Fage ¥ Sipel Check  Leg Ot

Figure 1.3
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REGISTRATION

New Well Operators

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

Managing Team & User Access

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

ROLE OF THE TEAM CO-ORDINATOR

The designated Team Co-ordinator(s) within each Organisation can add new users to the CAP
Team or remove users as and when required. To add new users the Team Co-ordinator should
select ‘CAP Dashboard’ from the left-hand side menu of the Workbasket screen (Figure 2.1).

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

Search Notifications
Update My Details Workbasket Filter Mode Off Advanced Mode On

Update My Password

Transaction [ Ref Subject Topie Company Status Information “Filter Tag

~

OPEPs

Your workbasket is currently displayed in the standard Workbasket order

Transaction / Subject/ () Status / Info ti Acti
c nformation ctions
Ref C Topic () et Date

Figure 2.1

The user will then be directed to the CAP Dashboard and should then select ‘Manage CAP
Teams’ (Figure 2.2).

o Start a Well Notification

Select this option if you need to!
Start a new Well Notification

Q Search Well Notifications

Select this option if you need to:
search for and view a Well Notification

Search Installations
Select this option if you need to

Search for an Installation
View the activity of an installation

X Manage CAP Teams

select this option if you need to:
Allow an organisation to use CAP
Madify an Organisations Team

Figure 2.2

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 2.3).
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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.

Please choose an Organisation Group

MUSTANG OIL

Manage Team

4 CAP Dashboard

Figure 2.3

The Team Co-ordinator will be directed to the team management screen and will see a list of
users and allocated privileges. In the screenshot below there is currently only one person. To
add new users to the CAP Team, select ‘Add someone to this team’ (Figure 2.4).

TeamMName  CAP Organisation Team @

Team Description  The team required for organisations to access CAP @
Gridview  List view

Existing (@ Safety (@
Well @ coM @ WN 5] OPER @ satety (@ Safety @ Safety Case Safety Case G
Central Contact Team ® Notification Clarificiations Clarificiations OPEF (@ OPEP () Motification Case Case Case Asset Natification
Details Coordinator Editor Recipient Recipient Applicant Viewer Recipient Submitter Viewer Submitter Transferer Recipient
Wells Submitter CAP =) %
mitter@cap.com

work Tel nia

Figure 2.4

The Team Co-ordinator will then be directed to the user input screen and needs to input details
of the person. It is important that the exact e-mail address of the user is added as this is used
as the primary identifier.

When the details have been added the Team Co-ordinator should select ‘Add Person’ (Figure
2.5).

Select Person

Please enter n Email Address, Farename and Summarme of the person you want o add then click Add Person

The values —— to add. If a match cannot be found, the best suggestion will be presented, at which paint you may accept the suggestion, or create a new record with your entered values.
Email Address | jobbogzsemusiazco k.
Forename Jo
Surname | loges
Organisation | ruseag o
x

Add Persan Cancel

-OR-
You may select yourself as the person
Add Me

< Misintsin Tearr

Figure 2.5
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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.’

The team coordinator has responsibility for managing who has access as well as allocating
team roles to those users.

A descriptor is available by hovering over the @icon of each function

If the warning triangle is displayed the Team Co-ordinator will be able to allocate permissions
and save the changes with the warning triangle still displayed. The Team Co-ordinator will
require to remind the user to complete the self-registration process (Figure 2.6).

Well ®  Wel ®
Notification Notification
Well 6] Well ® Operation Weekly CON ® WN
Team @ Notification Notification Commencement Report Clarifications Clarifications
Central Contact Details Coordinator Editor Viewer Date Setter Editor Recipient Recipient
opep.cap_example@cap.co.uk
CAP EXAMPLE ORGANISATION
Work Tel n/a
»
Industry Safety Case Submitter O [m} a O [m] O
sc.cap_example@cap.co.uk
CAP EXAMPLE ORGANISATION
Work Tel n/a
%
Industry Well Notification Editor ) ] [m] m] ~
wne.cap_example@cap.co.uk
CAP EXAMPLE ORGANISATION
Work Tel n/a
%
i 1 [l 1 ' [ 1 1 ' ' [
5

Figure 2.6

If a person leaves the organisation, it is important that you arrange to remove access rights,
your Team Coordinator is responsible for deselecting the roles within the portal. To remove a
User from the CAP Team the Co-ordinator can simply click on the minus person tab below the
user's name then click on Save Team (Figure 2.7).

Note: your portal account must not be shared with anyone else, anyone who needs to perform
activities on the Portal should request their own account.

% Add someone to this team

Save team Cancel changes

Figure 2.7
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3. PREPARING A WELL NOTIFICATION SUBMISSION

To start a new Well Notification the user should select ‘CAP Dashboard’ from the left-hand side
menu of the Workbasket screen (Figure 3.1).

Note: we will in time require the Weekly Drilling Report to be submitted via the portal. The
functionality to allow for this is not complete. Until notified otherwise you should use the current
arrangement.

When this facility becomes available: If you are submitting a Weekly Drilling Report for a
Notification (including one off wireline notifications) which have been submitted pre-portal you
will require to upload the relevant Well Notification to the CAP. The same will apply if you are
submitting a Material Change which relates to a Well Notification submitted pre-portal. You
should upload the existing Well Notification in the normal manner as described in Section 3.
You should include the details of when the Well Notification was submitted in the comments
box — see Figure 3.7b ‘Please give an overview of the Well Notification.’

Figure 3.1

The user will then be directed to the CAP Dashboard. From here the user will be able to
select ‘Start a Well Notification’ to create the new submission (Figure 3.2).

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

Q Start a Well Notification

Q Search Well Notifications

select this option if you need to:
Search for and view a Well Notification

Search Installations
Select this option if you need to:

search for an Installation
View the activity of an installation

! Manage CAP Teams
Select this option if you need to:
Allow an organisation to use CAP
Modify an Organisations Team

Figure 3.2

The user will then be directed to select the operator and click on Start Well Notification. Note

the icon ® which advises that if you cannot find your company from the appointed well operator
contact ukop@nstauthority.co.uk or the Support Line on 0300 067 1682 to request this be
added.(Figure 3.3)

Start a new Well Notification
‘Well Naotification

Wil Notfications are submitied and managed through shis section of the CAP. Guidance as to the nature and content of such notifications can be found here. here €

Appointed Well Dperatar

Figure 3.3
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You will be taken to a new page to select the regulations under which the well notification is

being made (Figure 3.4).

Regulations
I Please select the relevant regulation for your notification.

Regulations

O Reg 21(1)(a) (2015): Well Notification - External Waters - Production Installation
Notification Period: 10 days. Well netifications to be conducted from a production installation that involve the insertion of a hollow
pipe in the well; or altering the construction of the well

O Reg 21(2) (2015): Well Notification - External Waters - Non-production Installation / Vessel
Notification Period: 21 days. All well operations to be conducted from a non-production installation or vessel.

O Reg 21(1)(b) (2015): Well Notification - External waters - Production Installation
Notification Period: 21 days. Well notifications to be conducted from a production installation that involve drilling of the well, or
any activity that does not involve the insertion of a hollow pipe in the well; or altering the construction of the well. Select this
regulation for one-off wireline notifications.

O Reg 17(2)(a) (2005): Well Notification - Internal Waters - Production Installation
Notification Period: 10 days, Well notifications to be conducted from a production installation that involve the insertion of a hollow
pipe in the well; or altering the construction of the well.

O Reg 17(1) (2005): Well Notification - Internal Waters - Non-production Installation / Vessel
Notification Period: 21 days. All well operations to be conducted from a non-production installation or vessel.

O Reg 17(2)(b) (2005): Well Notification - Internal waters - Production Installation
Notification Period: 21 days. Well notifications to be conducted from a production installation that involve drilling of the well.

O BSOR Reg 6(1): Borehole Notification - Onshore Great Britain - Petroleum Well Operations
Notification Period: 21 days. All well operations to be conducted from a borehole site onshore Great Britain

Figure 3.4

On selecting the relevant regulation, the user will be able to progress to the next screen to
upload the notification by selecting the ‘Submission Form’ (Figure 3.5a and Figure 3.5b).

Regulations

® Reg21(1)(a

ers - Production Installation
from a production installatio

015): Well Notificat
o d . that invalve the insertion af a hollow

pip

Reg 21(2) (2015): Well Notification - External Waters - Non-production Installation / Vessel

uatification Period: 21 days. All well operations to be canducted from a non-production installation or vessel,

Reg 21(1)(b) (2015): Well Notification - External waters - Production Installation

g of the well, or
this

fucted from a production installation that involve the insertion of a hollow
Reg 17(1) (2005): Well Natification - Internal Waters - Non-production Installation / Vessel
Notification Period: 21 days. All well operations to be conducted from a non-production installation or vessel,

)(b) (2005): Well Notification - Internal rs - Production Installation

n Period: 21 days. Well natifications to be from a production installation that invelve drilling of the well.

BSOR Reg 6(1): Borehole Notification - Onshore Great Britain - Petroleum Well Operations

Notification Period: 21 days. All well operations to be conducted from a borehole site anshere Great Britain

l Submission Form @'

Figure 3.5a

Note: if Regulation 21(1)(b) is required you will also be asked if this is a one-off wireline
notification for the installation and will therefore allow for multiple wells to be included in the
well notification. If any other regulations are selected, then only one well will be able to be

included in the well notification.

® All wireline work in external waters is now notifiable. To avoid
sending a separate well notification each time a routine, relatively low
risk wireline well operation is to be carried out, it is acceptable to
submit a one-off well notification covering exclusively all such
anticipated routine wireline work from the installation

CM 9: 2021/140377
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I-(é) Reg 21(1)(b) (2015): Well Notification - External waters - Production Installation l

PTPRTIpY: i o — Ive drilling of the well, or

any activity that does not involve the insertion of a hollow pipe in the well; or altering the construction of the well. Select this
regulation for one-off wireline notifications.

O Reg 17(2)(a) (2005): Well Notification - Internal Waters - Production Installation
Notification Period: 10 days. Well notifications to be conducted from a production installation that involve the insertion of a hollow
pipe in the well; or altering the construction of the well.

O Reg 17(1) (2005): Well Notification - Internal Waters - Non-production Installation / Vessel
Notification Period: 21 days. All well operations to be conducted from a non-production installation or vessel.

O Reg 17(2)(b) (2005): Well Notification - Internal waters - Production Installation

Notification Period: 21 days. Well notifications to be conducted from a production installation that involve drilling of the well.

O BSOR Reg 6(1):

Notification Period: 21 days. All well operations to be conducted from a borehole site onshore Great Britain.

Borehole Notification - Onshore Great Britain - Petroleum Well Operations

O Yes

O No

Is this a one-off wireline well notification for a
production installation?

Wells

notification.

You must add all wells for this installation in order for them to be included in this wireline

Figure 3.5b

Selecting the ‘Submission Form’ will take the user to the Well Notification page where the user
will be able to input mandatory details for the notification (Figure 3.6).

i)

i)

if the well notification is for a new well i.e., an exploration/appraisal well, or a
completely new well from a production installation it will not appear on the wells
search. The Licence Operator will require to obtain a pre-spud reference for the
well via a WONS application prior to being able to submit the well notification. The
first point of contact for any well numbering issues is the WONS Team which can
be contacted at wons@ogauthority.co.uk.

If the Well Operator cannot find the installation from which the well operation will
be conducted from in the installation search, then please contact
ukop@nstauthority.co.uk or the support line on 0300 067 1682 to request to be
registered on DEVUK

27-AUG-2018

wiell Nomification

Type of installation
® Production

Non-production

Replace well | @

Expected commencement date

Please give an overview of the Well Notification

Installation from which the well operation will be conducted

Light well intervention vessel

Other vessel
Installation
Tern Platform . @
Wells

Well Platform Well Well Well

name Quad/Block letter sequence suffix intent

210/24- 1A 210024 c 1 A Exploration  Remove

=

. Advanced Search

Figure 3.6
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To add a well number commence typing in the well number search box until the well number
you require is shown. You can also find the well by using the advanced search function. Please
ensure that the correct well is selected especially if it has been side tracked and has a “z, x, y”
designation.

After entering the well number, you require to click Add Well. Only one well requires to be added
to the notification unless it is for the one-off wireline well notifications.

On completion of the mandatory detail the user will be able to progress to the next page to
upload the well notification by selecting the ‘Documents’ tab (Figure 3.7a).

Wells

I You must add a Well to this notification

210/242-A1 x| & | Advanced Search

addwell @
®© Regulations I Documents ®
Figure 3.7a

There is a replace well functionality if you choose the wrong well you can replace it without
cancelling the well notification submission (Figure 3.7b).

Expected commencement date
27Au62018

Please give an overview of the Well Notification
Wel Notification

Installation from which the well operation will be conducted
Type of installation
@ Production

Non-production

Light well intervention vessel

Other vessel

Installation

Tern Pladdorm «a|®
Wells
Well Platform Well Well Well
name Quad/Block  letter sequence suffix intent
202018 21024 c 1 A Exploration  Remove
Advanced Search
Replace well | @

On clicking on the ‘Documents’ tab you will be taken to a further screen where there is a
mandatory field to complete regarding the submission of CMAPP and SEMS. The request
regarding CMAPP and SEMS will only be asked for in relation to the SCR2015 regulations
(Figure 3.8).

rkba

CMAPP and SEMS
Has the Well Operatar previously submitted a CMAPP and SEMS to OSDR in a safety case submission or
a previous well notification?

Yes

No

You must enter this item

Please upload at least one document and ensure each file has an accurate description of its contents,

You must upload a well examiners report for this notification.

Well Notification Documents
Upload a file ©

@ submission Form Submit Notification G)

« workbasket
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Figure 3.8

If the Well Operator has previously submitted its CMAPP and SEMS by either including it in a
safety case submission to the CA or via their first well notification submitted to the CA, just click
yes and then proceed with the upload of the well notification. If you have not there is a
requirement to upload the CMAPP and SEMS with this notification and confirm this has been
undertaken. You require to upload the Well Notification and add a description to it on this same
screen. In addition, under the SCR2015 regulation if you have not included your Well Examiners
report within the Well Notification then you should upload here also (Figure 3.9).

A Workbaske

CMAPP and SEMS

Has the Well Operator previously submitted a CMAPP and SEMS to OSDR in a safety case submission or
a previous well notification?
Yes

® No

® | confirm | have attached a CMAPP and/or SEMS to this well notification.

You must upload a well examiners report for this notification.

Well Notification Documents

Well Notification.dacx 11 ke Edit Description

N Delete
Upload 3 new\

Upload a file o)

) Download documents as zip

@ submission Form Submit Notification

Figure 3.9

You will be taken to a screen which asks you to confirm that the well notification is valid. Tick
on ‘l agree with the above declaration’ and this will then pull up the ‘Submit Well Notification’
box. (Figure 3.10).

4 Workbasket

Regulations v
St =slolEor ¥ Submit your Well Notification
Documents v
Well Notification is valid
Submit Notification Your notification has passed validation checks and is ready for submission.
Management

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

In submitting this notification on behalf of the appointed well operator, | declare that | have checked
the information provided in this notification and that, to the best of my knowledge, the information is
correct and does not include any false or misleading information that could invalidate the notification

Cancel Notification

M | agree with the above declaration

Agreed by: Dr Wells Submitter CAP
13-AUG-2018 14:28:31

Submit Well Notification

® Documents

A Workbasket

=2 -
Figure 3.1

You will receive an alert that the notification has been submitted and the date you can
commence well operations (Figure 3.11).
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« Workbasket

Regulations
Submission Form
RS Notification Reference: WN/2018/60/0

Your notification has been submitted and has been sent to the Offshore Safety Directive Regulator

(OSDR) for inspection.
Notification Submitted You cannot commence well operations until the 23rd August 2018
Management

® Documents
Clarifications

Withdraw Notification
. -« Workbasket
Objections
Notification Timescale /
Reduction Request

Figure 3.11

If you click back into your workbasket, you will note that the status has changed to view
notification (Figure 3.12).

Workbasket Filter

Transaction | Ref Subject Topic Company Status Information “Filter Tag
or Atte

Transaction | O
Ref

Company O Information Actions

Well Notification E
21024- 1A MUSTANG OIL LIMITED Last modified:13th August 2018 14:32:48

Figure 3.12

WNI2018/60/0

NOTE: Well operators will not receive consent from the CA to commence notified well operations.
Well operators will only receive acknowledgement by the CA on the CAP when they have
submitted the notification (Figure 3.11). Well operators may commence operations after the
notification period has passed, provided it is safe to do so. The only time you will not be able to
commence the operation at the specified time is if you receive an Objection which prohibits the
operation.

SUBMISSION OF A BOREHOLE NOTIFICATION

To start a new Well Notification the user should select ‘CAP Dashboard’ from the left-hand side
menu of the Workbasket screen (Figure 3.13).

Note: we will in time require the Weekly Drilling Report to be submitted via the portal however
yet the functionality to allow for this is not complete you should therefore use the current
arrangement until such time that we can arrange for this to be undertaken via the portal

When this facility becomes available: If you are submitting a Weekly Drilling Report for a
Notification which has been submitted pre-portal you will require to upload the relevant Well
Notification to the CAP. The same will apply if you are submitting a Material Change which
relates to a Well Notification submitted pre-CAP.

Figure 3.13

The user will then be directed to the CAP Dashboard (Figure 3.14). From here the user will be
able to select ‘Start a Well Notification’ to create the new submission.

CM 9: 2021/140377
Rev: 0.05 Date Issued: 21/03/2023 Page 14 of 51



Offshore Major Accident Regulator | #5% gg

Offshore Petroleum Regulator
for Environment & Decommissioning HSE

Q Start a Well Notification

select this option if you need to:
Start a new Well Notification

Q Search Well Notifications

Select this option if you need to:
Search for and view a Well Notification

Search Installations
Select this option if you need to:

Search for an Installation
View the activity of an installation

! Manage CAP Teams
Select this option if you need to:
Allow an organisation to use CAP
Medify an Organisations Team

Figure 3.14

You will then be directed to select the operator and click on ‘Start Well Notification.’

Note: the icon ® which advises that if you cannot find your company from the appointed well
operator search then contact ukop@nstauthority.co.uk or the Support Line on 0300 067 1682
to request this be added.(Figure 3.15).

Start a new Well Notification
Well Notification

I Well Notifications are submitted and managed through this section of the CAP. Guidance as to the nature and content of such notifications can be found here. here [E

Appointed Well Operator
MUSTANG OIL LIMITED

Start Well Notification

4 CAP Dashboard

Figure 3.15

You will be taken to a new screen to select the regulations under which the well notification is
being made. Select the ‘BSOR Reg 6(1)’. and then move forward onto the submission form
(Figure 3.16).

«Workbaske
Regulations
Submission Form Regulatioﬁs
Documents

Please select the relevant regulation for your notification.
Submit Natificatian
Regulations
Management Reg 21{1)(a} (2015): Well Notification - External Waters - Production Installaticn

m a production installation that invelve the insertion of a hollaw

Cancel Nonfication

Reg 21(2) {2015): Well Notification - External Waters - Non-production Installation / Vessel
rotification Period: 2 s 1o be conducted from & non-produdion nstallation of vessel

Reg 21(1)(b) (2015): Well Notification - External waters - Production Installation

Reg 17(2)(a) (2005): Well Notification - Internal Waters - Production Installation
Notification Peri ucted from a production installation that invake the insertion of a hollow

| Waters - Non-production Installation / Vessel
nducted from s hon-production installavon or vessel
Reg 17(2)(b) (2005): Well Notification - Internal waters - Production Installation
Noification Period: 21 days. Well notifications to be conduted from a production installation that

walve deiling of the well

® BSOR Reg 6(1): Borehole Notification - Onshore Great Britain - Petroleum Well Operations
Notification Period: 21 days. All well aperations to be conducted fra anshare Great Britain

I Submission Form ::I

Figure 3.16
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You will require to provide an overview of the Well Notification, Name of Rig, Well Number etc.
To add a well number commence typing in the well number search box until the well number
you require is shown. You can also find the well by using the advanced search function. Please
ensure that the correct well is selected especially if it has been side tracked and has a “z, x, y”
designation (Figure 3.17).

Regulations v

Comp

Submission Form

Company Group
MUSTANG OIL

Company Number
scoss1az

Expected commencement date
330012010 =
ease give an overview of the Well Notification

Land Rig from which the well operation will be conducted
Name of Land Rig

BerTy

Wells

I Vou must 2dd a Well to this notification

wal |®

® Regulations Documents &

Figure 3.17

After entering the well number, you require to click Add Well. There is the facility to Replace
the Well if e.g., you have entered the wrong number.

On completing of the mandatory detail, the user will be able to progress to the next page to
upload the well notification by selecting the ‘Documents’ tab. (Figure 3.18 a and b).

Wells

I You must add a Well to this notification

L1243
@ Regulations I Documents &

Figure 3.18a

Wells

Well Platform Well Well
name Quad/Block letter sequence suffix Well intent

L11/24-3 11724 C 3 Development Remove

Well
o | Advanced Search
Replace well | &

Figure 3.18b

The documents screen requires you to upload the Well Notification and add a description.
When you upload the file, the screen will change to include ‘Add Description’ which is a
mandatory requirement. You should then ‘Submit Notification’ (Figure 3.19).
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4 Workbasket

Well Notification Documents

Upload 2 new Version

Upload a file

n

4 Workbasket

® submission Form

|Suhrnit Notification Qf

Figure 3.19

On the next screen you will tick the declaration and Submit the Well Notification (Figure 3.20).

Regulations
Submission Form

Documents

Submit Notification

Management

Cancel Notification

v
v

Well Notification Submission Form

4 Workbasket

Submit your Well Notification

Well Notification is valid

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 submitting this notification on behalf of the borehole site operator, | declare that | have checked
the information provided in this notification and that, to the best of my knowledge, the information is
correct and does not include any false or misleading information that could invalidate the notification
and could constitute an offence.

IIE | agree with the above declaration I

Agreed by: Dr Wells Submitter CAP
21-SEP-2018 11:44:59

Submit Well Notification I

® Documents

A Workbasket

notification?

Are you sure you wish to submit this

Coce

Figure 3.20

You will be taken to a screen which advises your notification has been submitted to the Health
and Safety Executive and the date you can commence well operations (Figure 3.21).

Regulations
Submission Form

Documents

Notification Submitted

Management

Clarifications

Withdraw Notification
Objections

Notificatien Timescale /

Reduction Request

Well Notification Submission Form

« Workbasket

Notification Reference: WN/2018/74/0

Your notification has been submitted and has been sent to the Health & Safety Executive (HSE) for
inspection.
You cannot commence well operations until the 12th October 2018

® Documents

< Workbasket

Figure 3.21
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4, REDUCTION REQUEST

If you require to submit a reduction request, you should access the submitted notification via
your workbasket and click on ‘View well notification’ (Figure 4.1).

Workbasket
Transaction | Ref Subject Topic Company Status Information “Fiter Tag e

e = For Atteation v now 41
Your workbasket is cumensy dispiayed in the standard Workhasket arder () [T

Transaction ! Sublect | Status | C Information Actions.
e Topic ¢ Compy bate O

Wel Notfcation - Submitted I R I
wnzoTRE I e MUSTANG OIL LMITED 200 st 2018 1205 10 View wel notcaton

Figure 4.1

You will then be taken to a further screen where you can submit the reduction request by
clicking on the ‘Reduction Request’ tab on the left-hand column (Figure 4.2).

. . Reference WHZD1E10 Submitced 2007 st 2018 12
Well Notification Submission Form Appainted Well Operator MUSTANG OILLMTED  Submitted by Dr Wk Submter O
Status submTed COIN ref

i workbasket
Regulations
Submission Form

Notification Reference: WN/2018/61/0

Documents
‘Your notification has been submitted and has been sent to the Offshore Safety Directive Ragulator
(DSDR) for Inspection.

Notification Submitted ‘You cannot commence well operations until the 10th September 2018

Management

® Documents

Clar

A Workbasket

Figure 4.2

A further screen opens which provides the specified original permitted start date and there is a
tab ‘Request Reduction’ which when clicked opens the screen for input of data (Figure 4.3).

i i Reference Submitted 20 August 2018 1296
Well Notification Submission Form Rppeinted Well Operater MU ) Submitted by Dr Wells Submitter CAP
Seatus 3ot com ref

A Viorkbasket
Regulations

SRR Current Notification Period

e Original Permitted Start Date

Natification Submitted

Management

jon Timascals /

Mt
Raduction Request

Figure 4.3

You will require to provide details of reduction date, reason for request and that the workforce
have no over-riding concerns then click 'Submit Request’ (Figure 4.4).

Raise a request to reduce statutory Well Notification
period

Reason for requesting reduction
Relevant workforce all available to commence work to earlier sch eduld

Reduction Request Start Date
03-5ep-2018 B

W 1 confirm the workforce has seen the work programme and confirmed they have no
over-riding concerns with reducing the notification period

Cancel Submit Request

Figure 4.4
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When you have submitted the request, a further screen will pop up and you will note detail for

‘Awaiting decision’ (Figure 4.5).

a Workbasks

There is an open reduction request for this notification

Current Notification Period

Original Permitted Start Date
Notification Submitted 10th Seprember 2018

Management Reduction Request to statutory period

Request #1

Justification
Relevant warkforce all avallable to commence work to earfier schedule

Reduction Request Start Date

3rd September 2018

B2 | confirm the workforce has seen the work programme and confirmed they have no over-niding
concerns with reducing the notification period

Raised By
Dr Wells Submitter CAP

Request Raised
20th August 2018 16:51

Request Reduction

Figure 4.5

You can see that in your workbasket the detail advises that there is an open reduction request
for the notification. The notification has been submitted to OMAR/HSE for consideration. If you
no longer require the reduction request, then you can withdraw it. (Figure 4.6).

Well Notification
21/18- 1A

Submitted

WN/2018/61/0 Last modified:20th August 2012 12:06:10

MUSTANG OIL LIMITED

- There is an open
reduction request for this

View well notification QI /i
nolification

Figure 4.6

If the reduction request is accepted, you will receive an email alert and a reduction acceptance
letter will be available via your workbasket you should view ‘Reduction Request Accepted’

(Figure 4.7).

Apply Fate]

Workbasket Fler Mode Off  Advanced Mode On|
Transaction / Ref Subject Topic Company stat Information
Welcome Wells Submitter CAP, you last logged in on 215t August 2018 at 14:43,
‘Your current password expires on 3rd November 2018
Your workbasket is curently displayed in the standard Workbasket order )
Transaction / Subect ! status | i
informat
Ref Topic Company Date
Request - 1
N2 el Notiication ATANG O Subenitied
boartizahiad 18- 1A AUSTANG DR LNATED Last modiied 20 August 2018 120610
reduction request for iis
notification

Figure 4.7

To view the correspondence, you can download/view the reduction
/ HSE (Figure 4.8).
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Current Notification Period

Original Permitted Start Date Reduction Request Start Date
10th September 2018 3rd Seprember 2018

Reduction Request to statutory period

Request #1 =
Justification

Relevant workforce all awailable to commenss work to earlier schadule

Reduction Requast Start Date
3rd September 2018

I | confinm the workforce has seen the vork programme and confirmed they have ne over-riding
concemns with reducing a notification periced

Ralsed By Request Ralsed
Dr Wells Submitter CAP 20th August 2016 1651

Response sent
215t August 2018 1403

Witheira

Request Reduction

Figure 4.8
IF REDUCTION REQUEST REJECTED

You will be alerted by email that the reduction request has been rejected. To view this, you will
require to go into the notification via your workbasket (Figure 4.9).
I S ——

Transaction | Ref Subject Topic Company Status Information “Filter Tag
e S — [— C [—
Your workbasketis currently displayed in the standard Workbasket order )
Transaction | O Subject/ O Status | O e At
- - o - information 2

Ref O Topic O Ceponi Date O

Well Notification Submitied View well notification )
/201816710 22611-12 MUSTANG OIL LIMITED Last modified: 13th September 2018 01:15:00 Clear from workbasket CZID

‘Well Notification Submitted
WN/2018/70/0 130-6 MUSTANG OIL LIMITED Last modified:4th Seplember 2018 14:56:36 View well notification GEZp

‘Well Notification Submitted
WHN/2018/69/0 130- 2 MUSTANG OIL LIMITED Last modified: 4th September 2018 14:04:50

~There is an open
B MUSTANG OIL LIMITED Submitied reduction request for s View wel nolification

WN/2018/68/0 Last modified: 4th September 2018 12:08:22

Figure 4.9

This will then take you to the relevant screen where you can open the reduction request details
from the left-hand column (Figure 4.10).

Well Notification Submission Form

4 Workbasket
Regulations

Submission Form
e Notification Reference: WN/2018/68/0

Your notification has been submitted and has been sent to the Offshore Safety Directive Regulator
(OSDR) for inspection.
Notification Submitted You cannot commence well operations until the 25th September 2018

Management

® Documents
Clarifications
Withdraw Notification

) « Workbasket
Objections

Reduction Request

Figure 4.10

You will note that the reduction request has been rejected, and that the permitted start date will
remain the same as that from the original 21/10 day well notification submission date. You can
contact your assigned Well Engineering and Operations Inspector to get more information if
required (Figure 4.11).
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Current Notification Period

Original Permitted Start Date
25th September 2018

Reduction Request to statutory period

Request #1

Justification

Possible weather restriction later date

Reduction Request Start Date
20th September 2018

| confirm the workforce has seen the work programme and confirmed they have no over-riding
concerns with reducing the notification period

Raised By Request Raised
Dr Wells Submitter CAP 17th September 2018 11:35

Response sent
17th September 2018 11:58

Withdraw

Figure 4.11
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5. CLARIFICATIONS

The OMAR / HSE may seek clarification from you relating to your submitted well notification.
You will receive an email alert if a clarification is raised, and the detail will be in your workbasket
(Figure 5.1).

Your workbasket s currently desplayed in the standard Workbasket order l_'
Transaction | ) Subject | ( . Status | — actions
o imation
Ret ] Topic e Date
. Well Nobfication Submitied View Clarication G
WNZ018/700 e MUSTANG OIL LIMITED i Septamber 2010 145655 Clanfcaton Received -
=

You will be able to view and respond to the clarification. There may be detail in the comments
box and uploaded documents. You can respond back to the clarification through the same
screen by clicking on the ‘Respond’ tab (Figure 5.2).

« Workbasket
Regulations
Submission Form WN Clarifications
Documents

Below are the clarifications that have been raised for this Well Notification

New Response l
Notification Submitted

Mr Wells Inspector F Respond I
Management

Clarifications Unclear about detail in X please provide details associated with ? I
Withdraw Notification

Objections

<« Workbasket
Notification Timescale /

Reduction Request

Figure 5.2

A further screen opens which allows for a response message and if necessary, the upload of
files. You should then click on ‘Send’ (Figure 5.3).

New Response

I What message would you like to send regarding this clarification?

Response Message

Please find attached additional details which provides the additional detail

Attached Files

TEST.docx 11KB Add Description
Created By: Dr Wells Submitter CAP 17-5EP-2018 14:04:13

Upload a new Version @ Delete

Upload a file

[ Download documents as zip

The Clarification Screen will populate to display the request and the response. (Figure 5.4).

Figure 5.3
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WN Clarifications

Below are the clarifications that have been raised for this Well Notification

Mr Wells Inspector

17th September 2018 13:51

Unclear about detail in X please provide details associated with ?

Dr Wells Submitter CAP
17th September 2018 14:05
Please find attached additional details which provides the additional detail
Attached Files
TEST.docx 11 kB

Created By: Dr Wells Submitter CAP 17-SEP-2018 14:04:13

[ Download documents as zip

A Workbasket

+ Respond

+ Respond

Figure 5.4

= 1 =

HSE

It is possible that OMAR / HSE will further respond to your reply and the same process will

apply until no further clarification is sought.
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6. OBJECTION TO NOTIFICATION RAISED

Note: it is not possible to raise an Objection against the Borehole Sites and Operations
Regulations 1995 or The Offshore Installations (Safety Case) Regulations 2005. Raising of an
Objection only applies to Well Notifications submitted under The Offshore Installations
(Offshore Safety directive) (Safety Case etc.) Regulations 2015.

An objection is equivalent to a Prohibition Notice and is not taken lightly however if an
objection has been raised you will not be able to commence the operation until such time that
the objection is lifted.

If an objection has been raised, you will receive an email alert. The objection letter with the
reasons for objection will be available in your workbasket (Figure 6.1).

el Nofication
1547-10

WN2018/8210 MUSTANG OIL LIMITED

|

Figure 6.1

On selection of “View Objection’ you will be taken to the screen which gives you access to the
objection letter (Figure 6.2).

Well Notification Submission Form
< Workbasket
Regulations
Submission Form ObjECtiOHS
Documents o
Issued Objections
Notification Submitted Objection - 1 =
Ii‘ﬂ (I g 1Cth O ctobar 201
Manarsent Objection - 1.pdf 76 k8
Clarifications
Withdraw Notification
Objections
Notification Timescale / [ pownload documents as zip
Reduction Request
4 workbasket
Figure 6.2

You may consider it necessary to withdraw the notification or resolve the issues as identified
by the regulator. You will not be able to commence the operation unless you receive an
objection lifted letter.

How to respond to an objection

The Well Operator will be able to respond to OMAR with information required to get the
objection lifted, by replying to a clarification raised by OAMR in the CAP for this purpose. The
Well Operator may also have to submit a material change to the well notification to reflect
changes to the proposed well operation.

Objection Letter Lifted

An objection lifted letter is issued by OMAR. When, and if, an objection is lifted you will
receive an email alert that the objection is lifted in your workbasket (Figure 6.3).

tandard Workbask! order & & o

Company Information Actions

— — - ‘Submited
WNZ018820 MUSTANG OIL LIMITED et mosed 1510 O

Figure 63
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When you access the detail, you will be able to view the original objection letter and the
objection lifted letter (Figure 6.4).

Well Notification Submission Form
<Workbashet

Objections

Lifted Objections

Notification Submitted Objection - 1 omm
Daielcued ok oocher 0o

RalaliSed o Oochar 20l

Figure 6.4
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7. SUBMISSION OF A MATERIAL CHANGE

When you log on to the CAP you will be taken to your workbasket from there you should access
the CAP Dashboard (Figure 7.1).

« Compelont Autbaréy Porta Logn  Bofor ol Page ¥ Spell Ohack Lo Out Bortom of P
Transacticn ket suct Topic Company sty wiomanan “Finer 1ag
L =
Yous workbaske 1 cumenty Gsplayed i e siandard Workbasket order () LR
Transaciion Subiect ooy, . .
romation cuons
- = = Company rs
1 ecutety Asked [— 5 — -
sy NR—— s Mmcen ISTAN O LIATED -
1826 A2 aguest 018 153877 e Yo worset D

Figure 7.1

You will then require searching for the relevant Well Notification via the search facility (Figure
7.2).

Q Start a Well Notification

Salect this option if you need to:
Star 1on

Il Notifications
od to:

Search
Salect thi

Q Search Installations
od to:

t this option if you need to:

a Manage CAP Teams

Figure 7.2

You will be taken to a screen where you can enter the relevant ‘Well Notification Reference.’
The search can be undertaken by various means. On selection of the ‘Search’ tab this will open
the relevant notification and the option to ‘Start Material Change’ is now available (Figure 7.3 a
& b).

Search for a Well Notification

A Dastane

IWeIINozmcancn Reference 2w I Well Number %, | Advanced Search

Regulations  Any &2 Operator
Submitted date B © =
status T Draft 0 Returned
7 Cancelled 1 Withdrawn
Submitted

# Export to Spreatsheet

| voucan ko e estngs o s e

Reference Operator Status Well Numberts)

WH/201873/0 BINTO PETROLEUM LIMITED Submitted 154710

A cA Dastboars

Figure 7.3 a

The advanced search opens an additional search facility (Figure 7.3b).

Pick a Wellbore

«CAP Vel Notifcation Seard

Wellbore registration number Wellbore name
Subarea operator Licence number
Quadrant Block no.
Mechanical status Planned Drilling
Completed (Operating) Completed Shut In)
Plugged Abanconed Phase 1
Abandoned Phase 2 Abanconed Phase 3

Options
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At the start of a Material Change there will be certain details you will not be able to modify. You

should progress to the submission form (Figure 7.4).

Note: There is no notification period for material changes to Well/BSOR notifications.

Well Notification Submission Form

Regulations
A This is a material change, only certain fields may be modified
Documents

Regulations

Submit Material Change
Please select the relevant regulation for your notification.
Management
Regulations

® Reg 21(5) (2015): Material Change to Well Notifications - External Waters

Is this a one-off wireline well notification
for a production installation?
Yes ®

® No

Appointed Well Operator CAP EXAMPLE COM

Status Draft

IPANY  Submitted by Notyet submitted|
COIN ref

Submission Form @

Figure 7.4

You will be able to modify some detail on this next screen and then click on ‘Documents’ to
allow for upload of the Material Change documents. Changing of a well number is available

when notifying of a material change (Figure 7.5a & 7.5b).

Compary o

Regulations. v MUSTANG Ol PHT 44F

Submission Form
Company Number

LRI scosan

Submit Materizl Change

Expected commencement date
13-NOV-2018

Management

S [Please give an averview of the Materfbl Change to the Well Notification

nstallation from which the well operation will be conducted
Type of installation

Production
® Non-production

Light well intervention vessel

Other vessel

Installation
Wlbtunter S
Wells

Well name Quad/Block Platform letter Well sequence Well suffix Well intent

2100041 210 c 1 Exploration

@® Regulations

Documents ®

Figure 7.5

The next ‘Documents’ screen allows for the user to upload the material change document(s) to
the notification and add a description detailing what the material change involves. When this is
complete, and document(s) have been uploaded then the material change can be submitted by

clicking the ‘Submit Material Change’ button (Figure 7.6).
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Regulations v
Submission Form Thisisa material change. only certain fields may be modified
pocuments Current Material Change Documents
Submit Material Change
Management @
Well Notification Documents
Figure 7.6

There will be a further screen to tick a declaration that the information is correct then you submit
the material change (Figure 7.7).

4 Workbasket

Regulations v

This is a material change, only certain fields may be modified
Submission Form v ge, only y
Documents

Submit your Material Change

Submit Material Change . . .
E Material Change is valid

Your material change has passed validation checks and is ready for submission.
Management

Cancel Material Change

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

In submitting this material change on behalf of the appoeinted well operator, | declare that | have
checked the information provided in this notification and that, to the best of my knowledge, the

information is correct and does not include any false or misleading information that could invalidate
the material change and could constitute an offence.

I | agree with the above declaration I

Agreed by: Dr Wells Submitter CAP
24-0CT-2018 14:24:53

Submit Material Change I

® Documents

< Workbasket

® Are you sure you wish to submit this
material change?

Figure 7.7

A screen will then display the Material Change Reference and the date when you can
commence well operations this will be the same as that of the original well notification submitted
to the OMAR/HSE.

Note: in this example the reference for the original Well Notification is WN/2018/86 and the
Material Change then becomes WN/2018/86/1 (Figure 7.8).
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Regulations
Submission Form

Documents

Notification Submitted

Management

Clarifications
Withdraw Material Change

Objections

Well Notification Submission Form

« Workbasket

This is a material change, only certain fields may be modified

Material Change Reference: WN/2018/86/1

Your material change has been submitted and has been sent to the Offshore Safety Directive
Regulator (OSDR) for inspection.
You cannot commence well operations until the 6th November 2018

® Documents

« Workbasket

Figure 7.8

MATERIAL CHANGE OPTION TO UPDATE THE WELL NUMBER

If you are submitting a Material Change, there is the option to change the well number to reflect the

status.

You should follow the process as described in Figure 7.1 to 7.5 to Start a Material Change. When you
progress to the ‘Submission Form’ screen there is the option to Replace the Well (Figure 7.9).

Regulations v
Submission Form

Documents

Submit Material Change

Management

Cancel Material Change

Installation from which the well operation will be conducted
Type of installation

© Production

@ Non-production

O Light well intervention vessel

O Other vessel

Installation

West Hercules

Wells

Material changes to non-wireline notifications allow replacement of the well when it is associated with
the existing well through a sidetrack or re-drill.

Well Platform Well Well
name Quad/Block  letter sequence suffix Well intent
21/01a-25 2111a 25 Development Remove

Well

Advanced Search

Replace Well |

Figure 7.9

When you click on the “Replace Well” tab it removes the well and you require to select the alternative

well. There is als

€]
you select the “Restore Original Well” a pop-up box appears ‘

0 the option to change your mind and restore the detail back to the original well. If
| (Figure 7.10)
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Documents

Submit Material Change

Management

Cancel Material Change

DAILLNG

Installation from which the well operation will be conducted
Type of installation

Production
® Non-production

Light well intervention vessel

Other vessel

Installation

West Hercules

Wells

@

| Material changes to non-wireline notifications allow replacement of the well when it is associated with

the existing well through a sidetrack or re-grill

I You must add a Well to this notification

| \ | Advanced Search

Figure 7.10

Type the Well Number then select and “Add Well” (Figure 7.11)

Submit Material Change

Management

Cancel Material Change

Installation from which the well operation will be conducted
Type of installation

Praduction
@ Non-production

Light well intervention vessel

Other vessel

Installation
west Hercules «|a | @

Wells

Material changes to nan-wireline notifications allow replacement of the well when it is associated with
the existing well through a sidetrack cr re-drill.

I You must add a Well to this notification

20018 25¢ ,  Aduanced Search

ddwell | Restore Original well @

Figure 7.11

= 1 =

HSE

On selection of Add Well the system will update the detail. You should then proceed as (Figure 7.12)

West Hercules

Wells

FESIE)

Material changes to non-wireline notifications allow replacement of the well when it is associated with

the existing well through a sidetrack or re-drill.

Well intent

Development

Advanced Search

Well Platform Well Well
name Quad/Block  letter sequence suffix
21/01a- 21/1a 25 Y
25¥

Replace Well | Restore Original well @

Remove
Well

Figure 7.12

Proceed as you would as described in Figure 7.5 to Figure 7.8
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MATERIAL CHANGES TO ONE OFF WIRELINE WELL NOTIFICATIONS

The wells contained in a one-off wireline well notification must be kept up to date. If the current
well numbers are not listed in the notification, then a weekly well operations report will not be
able to be submitted for those wells. Therefore, old well numbers must be removed and new
well numbers added. The CAP material change function now has this facility. Please see below
on how to add and remove well numbers from the well notification.

From your cap dashboard select Search Well Notifications (Figure 7.13)

CAP Dashboard

| Notification

o Start a Wel
( ! Search Well Notifications
Q Search Installations

Figure 7.13

You can undertake the search for the specific well notification via various means. In
this instance use of the CAP Well Reference number. On clicking on the search
facility further detail populates onto the screen. From here you can select Start
Material Change (Figure 7.14).

Search for a Well Notification

Well Notification Reference

Regulations

Submitted Date

Operation Commencement Date

Motification Status

Well Numbers)

3

Figure 7.14

As with other material changes only certain information can be updated. You should

progress to the Submission Form (Figure 7.15)
Note: There is no notification period for material changes to Well/BSOR notifications.
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<>

HSE

SRS E RIS T S Appointed Well Operator CAP EXAMPLE COMPANY Submitted by Dr Industry Well Notification Editor
Status Inspection Complete CoIN ref 123456

-4 CAP Well Notification Search

This is a material change, only certain fields may be modified

Regulations
Please select the relevant regulation for your notification.

Regulations

(® Reg 21(5) (2015): Material Change to Well Notifications - External Waters
Mo notification period.

Is this a one-off wireline well notification for a production
installation?

(O Yes @

@No

Figure 7.15

Submission Form @

On the submission form screen there is the option to remove/add wells (Figure 7.16).

Managemen

Wells

dd all wells for this installation in order for them to be included in this wireline

Well Platform Well Well Well
name Quad/Block letter sequence suffix intent

®

Figure 7.16

To alter you can either click on “Remove Well” or if there is e.g., a Side-track Well
you can add this by the “Add Well” tab. You will be able to add any well number to
the well notification, so please ensure it is accurate for the installation detailed in the
one off well notification. There is also the option, should this be needed to “Restore

Original Wells” if a mistake is made while removing / adding wells.

Progress by clicking on the “Documents” tab (Figure 7.17)
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Wells

Management

fcancel Material Change
You must add all wells for this installation in order for them to be included in this wireline

notification.

Well Platform well Well well

name Quad/Block  letter sequence suffix intent

211121 21112 1 Exploratian

2122 21n2 2 Appraisal

M3 3 Appraisal Remove
We

nz3 2Nz 3 A Appraisal Remoye

\ | Advanced Search

l Documents (&) I

® Regulations

Figure 7.17

On the documents screen you require to upload the Material Change document, add
the description then click on “Submit Material Change” (Figure 7.18).

2 Submitted 'ty atrniied
AR DAMPLT COMPANY  Subewitted by Net y#7 miTed

Well Notification Submission Form Appointed Vel Oparator ¢
status Crok comrel
Reguiations v
e o Thisisa mazerial change, only certain fiekds may be modified
Documents
e Current Material Change Documents
Submit Matertal Change

Management

T

Well Notification Documents

Figure 7.18

Tick the declaration then click on the “Submit Material Change” tab (Figure 7.19).

checs - Reference
Well Notification Submission Form Appointed Well Operater

Status

€ Workbasket
Regulations v
This Is 3 material change, only certain fields may be modified

Submission Form v

Documents

Submit your Material Change

Submit Materlal Change
. Material Change is valid

Your material change has passed validation checks and is ready for submission
Management
Cancel Materiat Change
Please read this declaration and tick the box to indicate your agreement
before continuing.
In submitting this material change on behalf of the appointed well operator, | declare that | have
checked the information proviced in this notification and that. to the best of my knowdedge, the
information is correct and does not include any false or misleading information that could invalidate
i : Slecanianann offence.

¥ | agree with the above declaration

Submit Materlal Change

® Documents

Figure 7.19

An alert advised that the material change has been submitted (Figure 7.20).
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Documents

Notification Submitted

Management

[Clarifications

withdraw Material Change
[Objections

[Weekly Well Operations Report
History

Offshore Petroleum Regulator
for Environment & Decommissioning

Well Notification Submission Form

4 Workbasket

This is a material change, only certain fields may be modified

= 1 =

HSE

Material Change Reference: WN/2019/273/1

Your material change has been submitted and has been sent to the Offshore Safety Directive
Regulator (OSDR) for inspection.
'You cannot commence well operations until the 29th July 2019

® Documents

4 Workbasket

Figure 7.20
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8. SUBMISSION OF WEEKLY WELL OPERATIONS REPORTS

WEEKLY WELL OPERATIONS REPORTS

The Well Date Commencement Setter and Weekly Well Operations Report Editor
permissions can be assigned to the same or different persons depending on the Well
Operators preference. The assignment of these roles is conducted by the Team Co-
ordinator as detailed in section 1 of this guidance.

Well Date Commencement Setter: this function is for the date that the work is to
commence. You will not be able to submit the weekly well operations report until a
date is set.

From your workbasket you should go to the CAP Dashboard (Figure 8.1)

Figure 8.1
From the Dashboard you should select ‘Search Well Notifications’ (Figure 8.2)

CAP Dashboard

Q Search Well Notifications
Q Search Installations

Figure 8.2

This opens the screen where you can undertake a search for the Well Notification you
wish to submit the weekly well operations report against. You can search by various
means (Figure 8.3)
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4 CAP Dashboard
Well Notification || | Well Number [ o, | fdvanced
Reference Search
Regulations  Any ﬂ Operator I
Submitted Date to g Operation to
Commencement
Date
Submission [J Draft [J Returned Notification [J Not [ Available
Status O Cancelled [ Withdrawn Status Available
O Submitted O withdrawn [ Active
1 Suspended [J Finished
# Export to Spreadsheet

Figure 8.3

The Advanced Search opens further search facility should this be required (Figure

8.4).

Driling

Completed {Shut In}
nase 1

A,
b,

Figure 8.4

On selection of the relevant Well Notification when you click on the Search the
screen will update to include the relevant Well Notification at the lower end of the
screen. Select ‘Manage Operation Commencement Date’ (Figure 8.5)

Search for a Well Notification

Well Notification Reference

Regulations  any
Submitted Date

Submission Status. O Draft
O Cancelled
O Withdrawn

You can click on the headings to order your search results.

Reference Operator

WN/20191269/0 CAP EXAMPLE COMPANY

Operator

=] Operation Commencement Date

O Returned Natification Status O Not Available
O Submitted O Withdrawn
O suspended

Spreadshest

Submission Status Notification Status Well Number(s)

Submitted available 12

O Available
O Active
O Finished

Figure 8.5

A further pop-up screen appears which allows for you to input the commencement
date then click on Save (Figure 8.6).
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Note: you will not be able to enter a date which is earlier than the date in which
operations can commence if you do you will receive an alert advising of such

Manage Operation Commencement Date

WN/2019/269/0 operations may not start earlier than 24th June 2019

Figure 8.6

On input of the commencement date on or after the date work can commence you will
receive an alert that there is a weekly well operation report in the Well Editors
workbasket (Figure 8.7).

Manage Operation Commencement Date

WN/2019/269/0 operations may not start earlier than 24th June 2019

Set Operation Commencement Date

Day Month Year
I 01 07 I
I El Close
Well Notification operation commencement date set successfully. x

1 Weekly Well Operations report was generated and added to all Weekly Operation Report Editor workbaskets.

Figure 8.7

WEEKLY WELL OPERATIONS REPORT

When the commencement date is set for a “regular well notification” the CAP will
generate a well operations report on a weekly basis. The automatic generation of the
report will continue until such time that the well notification status and any
subsequent material changes is set at suspended or finished in the report — see figure
8.10a. You require to submit these well operation reports on a weekly basis, these
will be found in your workbasket.

Note: one off wireline operations reports are not generated automatically and requires
to be manually generated each week depending on what wells have had operations
conducted on them. You should refer to Figure 8.18 to 8.21.

You should progress the report from your workbasket by selection of the ‘Edit Draft’
and the report will open for completion (Figure 8.8).
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 Compotent Authosty Partal Login  BoSlom of Page ¥ Spol Chock  Log Oul

Updata by Detaits

[ISNNLSSERN \ioribasket

User Protorencas

AP Dashbosmt Transaction | st susiect Topic Company Stams ntcemation

CaP Pubished £ ][ ] [ ] &
Grep:

‘Welcome Indusiry WH Weekly Operation Report Editor, you last logged in on Teh May 2019 at 11:56.
‘Your curment password expies on TIh November 2115,

Holp

Frequently Asked o enactat o
Questians Transaction | Subject { States /
Contact Us Ret Topic - Date N fctians
Terms dnd — ek il Opeaton et AP EXAMPLE COMPANY [T Rt ot
Figure 8.8
An example report is detailed below (Figure 8.9).
Note: a weekly operations report is not required for pre-spud.
« Workbasket
Submission Form
Operations report well number
Submit Repart Operation has happened on report wellbore or other
wellbore?
Answer "Other wellbore” when operations have occurred on a side-trackedire-
drilled wellbore associated with 16/01- 1
riginal wellbore
() Other wellbore
Present hole depth during report week
Measurements relating to hole depth are applicable to this
report
@ Yes
O No
Hole depth measurements are provided in which unit?
() metres
eet
Measured depth (MD) True vertical depth (TVD)
14611 feet 8605.04 feet
Last casing size / liner size installed during report week
Last casing size / liner size is applicable to this report
Last casing size / liner size used
T
Measurement unit
metres
eet
Measured depth (MD) True vertical depth (TVD)
12074 feet 8421 feet

Operation details

Current operation name

Drilling
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Has a drill bit been used during this operation?

Submission Form @ ves
(OMNo
Submit Report Current bit size
3 inch

Mud / Brine / Well Fluid Density is applicable to this report
@ Yes
(OMNo

Mud / Brine / Well Fluid Density unit

56
Specific Gravity

@PPE

Pounds Per Gallon

pptf
Pounds Per Thousand Feet

Current Mud / Brine / Well Fluid Density in hole
124 PPE

Operation summary
Enough detail to ensure Inspector can understand the key operational steps across the last week. Specifically indude pressure tests conducted, casings run and any accident or
incidents or use of the BOP. Weekly period t run from 00:00 Monday moming

Drill 6° from 14,327 perfrm check trip, circulate hole clean, pull out of hole, rig Up to run 41/2'line

Date well spudded / re-entered
Day Month Year

ol o7 2019
Current well status

(®)Well operation ongoing

(O Completed
Operating or shut-in

() Suspended
Includes Abandoned Phase 1 &2

(O Abandoned Phase 3

Date well operation finished
Day Month Year

Figure 8.9

On submission of the report, you will require to provide the status of activity. When
selected you can then submit the report (Figure 8.10a & 8.10b)

Weekly Well Operations Report

< Workbasket
Submission Form

Submit Report
Submit Report
HSE will be notified of report submission and may contact you with clarification requests.

Please ensure that submitted information is accurate.

At the time of report submission, what is the status of operations covered by the well notification?
O Active

Well notifications with Active operations automatic ach week

enerate reports which must be submit

O Suspended
Well Notificati
alert HSE of re:

nerate reports automatically. Reports can be generated manually to

ended operations do not
rabons

Finished

Finished Well Notifications w

th Finished operations do not require a
detailed ir ell notifi have finished. If fu
e-off wireline well notifications) a new well notifica

weekly reports and indicate 1

require to be ¢
require to be submitt

® submission Form

-« Workbasket

Figure 8.10a
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HSE

Submission Form

Submit Report

Weekly Well Operations Report

« Workbasket

Submit Report

HSE will be notified of report submission and may contact you with clarification requests.

Please ensure that submitted information is accurate.

At the time of report submission, what is the status of operations covered by the well notification?

® Active
Well notifications with Active operations automatically generate reports which must be submitted each week

O Suspended
cations with Suspended operations do not generate reports automatically. Reports can be generated manually to
of reactivated operations

O Finished

Finis|

finished. If further well operatio
a new well notification will require to be submitt

® submission Form

<« Workbasket

Figure 8.10b

Confirmation is provided that the report has been submitted (Figure 8.11)

Submission Form

Report Submitted

Weekly Well Operations Report

<« Workbasket

Submitted Report

Report WN/2019/269/0/WWOR/1 has been submitted.

HSE will be notified of report submission and may contact you with clarification requests.

Please ensure that submitted information is accurate.

At the time of report submission, what is the status of operations covered by the well notification?

@ Active
Well notifications with Active operations automatically generate reports which must be submitted each week

O Suspended

Submitted by Submitted on
Dr Industry WN Weekly Operation Report Editor 10th July 2019 12:05

® Ssubmission Form

4 Workhasket

Figure 8.11

The CAP will automatically generate, within your workbasket, a draft weekly well
operations report. This occurs until such time that you suspend or finish the operation
(this does not apply to one-off wireline notifications these require to be generated

manually).
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In this example there has been a further weekly well operations report generated for
week two of this operation. You will see that the transaction reference number is —
WN2019/269/0/WWOR2 — with the WWOR?2 indicating this is the second report
(Figure 8.12)

- Competent Authority Portal Login =~ Bottomof Page ¥ SpeliCheck  Log Out Bottom of Page ¥
Updste My Details

Update My Password Workbasket Filter Mode Off Advanced Mode On
i

User Preferences.

CAF Dashboard Transaction/Ref  Subject Topic Company Status Information *Filter Tag
CAP Published [ | [ v | I | [ For Attention V|
OPEPs

Welcome Industry WN Weekly Operation Report Editor, you last logged in on 10th July 2019 at 11:34.
Your current password expires on 7th November 2019,

Hely
= Your workbasket is curently displayed in the standard Workbasket order 2 &E9
Frequently Asked : ) :
Questions Transaction | () Subject! O status | O )
Compamy O Information Actions

Contact Us L L (. LD (8

Drstt
Terms And WN2010r280/0MWAWOR \
Condion WHENAZEMAWIRZ | \Wesidy el Oparafion Repost CAP EXAMPLE COMPANY  Week Ending: 14th July  Report Draft Exit Dratt @2

2010

Fi_guke 8.12

Submission of a second weekly wells operations report to show a change in well
number from that notified to a side-track or a new well.

You should follow the process as described in Figure 8.1 to 8.4. When you click on
the Search option at 8.4 the screen will further populate to include the details of the
well notification. You should click on “Generate Weekly Well Operations Report”
(Figure 8.13).

Search for a Well Notification

Well Notification Reference  wn/2013/263 Well Number
Regulations  any ] Operator
Submitted Date =] to =} Operation Commencement Date =] [ =]
Submission Status Draft Returned Notification Status Availabl
Cancelled Submitted Active
Withdrawn Finished
¥ou can click on the headings to order your search results.
Ref Submission Status Notification Status Well Number(s)

S TR

Figure 8.13

You then need to select the relevant week and enter the relevant well detail. There
will be a further screen which advises that a report already exists for this well (Figure
8.14)
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Generate Weekly Well Operations Reports for
WN/2019/269/0

A Weekly Well Operations Report already exists for 113/22- 1 for the given week.
An additional report will be generated for this well upon 'Generate’.

eport for week commencing ell(s) to report
19-AUG-2019 E | 13221 x -
Generate and edit Cancel
Figure 8.14

Generate the report and instead of selecting Original wellbore you should select
“Other wellbore.” The system will then require you to select the relevant well.

Operations report well number

Operation has happened on report wellbore or
other wellbore?

Answer "Other wellbore" when operations have occurred
on a side-tracked/re-drilled wellbore associated with
206/08-B13

O Original wellbore
I @® Other wellborel

Actual wellbore where operations have been done
Wellbore must be associated with 206/08-B13

g, [Advanced
Search

Figure 8.15

Complete the report status and select the “submit” tab (Figure 8.16)
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HSE

Submission Form L4

Submit Report

Management

Weekly Well Operations Report

Referenc:

Installation

Submit Report

HSE will be notified of report submission and may contact you with clarification
requests.

Please ensure that submitted information is accurate.

At the time of report submission, what is the status of operations covered by the

® Active

tifications with Active operaticns automatically generate reports which must be submitted eac

Finished

Appointed Well Operator

W

COIN Ref

PWWORND  Week ending 25th August 2015
OMPANY Report Well 1

3221

Status|

Figure 8.16

You will receive notification that the report has been submitted (Figure 8.17)

Submission Form

Report Submitted

v

4 Workbasket

Submitted Report

Report WN/2019/269/0/WWOR/10 has been submitted.

HSE will be notified of report submission and may contact you with clarification
requests.

Please ensure that submitted information is accurate.

At the time of report submission, what is the status of operations covered by the
well notification?
® Active
Well notifications with Active operations automatically generate reports which must be submitted each
week

O Suspended
Well Notifications with Suspended operations do not generate reports automatically. Reports can be
generated manually to alert HSE of reactivated operations

© Finished
Finished Well Notifications with Finished operations do not require any further weekly reports and
indicate the well operations detailed in the well notification have finished. If further well operations
require to be conducted on this well, (except for one-off wireline well notifications) a new well
notification will require to be submitted to OSDR/HSE via the portal

Figure 8.17

GENERATING WEEKLY REPORTS FOR ONE OFF WIRELINE
NOTIFICATIONS

For one off wireline well, notifications a commencement date also requires to be set

but weekly well operations reports will not be automatically generated and require to

be generated manually. Details of how to submit multiple weekly well operations
reports for activities associated with a one-off wireline well notification are shown

below.

Either at the time of setting the commencement date or when you have undertaken a
search for the Well Notification via the CAP (at a later stage) you require to select

“Generate Weekly Well Operations Report” (Figure 8.18).
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Search for a Well Notification
e Well Notification operation commencement date set successfully. X
‘Well Notification Reference WV2019/2701 q  Advanced Search
Regulations Any | Operator
Submitted Date =] to = Operation Commencement Date = o =]
Submission Status [ Draft L Returned Notification Status [ Not Available I Avallable
[ Cancelled [ Submitted [ withdrawn 0 Active
[ Withdrawn [ Suspended ] Finished
© Export to Spreadsheet
‘You can click on the headings to order your search results.
Reference Operator b Status i Statu ‘Well Number(s)
WN/2019/2701 (TSI CAP EXAMPLE COMPANY Submitted Active 201021
Reg 20(5) (200 Subrmithed: Y9th June 2019 . s iy 28 211/07a-4

Figure 8.18

Input the operation commencement date. Clicking on the down arrow which allows
for you to select all the relevant wells where there is activity that week (Figure 8.19).

Generate Weekly Well Operations Reports for
WN/2019/270/1

If the well you want to generate a report for is not included in the list, a material
change will allow you to update the wells covered by this wireline notification.

Report for week commencing Well(s) to report
- O

211/02-1
211/07a- 4
=211/12-8

Figure 8.19

When you have selected all the relevant wells click on Generate (Figure 8.20)

Generate Weekly Well Operations Reports for
WN/2019/270/1

If the well you want to generate a report for is not included in the list, a material
change will allow you to update the wells covered by this wireline notification.

Report for week commencing Well(s) to report
04-AUG-2019 E| | [211/02-1 x| 211712-8 % v

Generate and edit Cancel

Figure 8.20
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You will then get confirmation that the reports have been generated for the relevant

2 Reports generated generated successfully 3

week. . In this example there will be two operations
reports in your workbasket, one for each well you selected for that specific week. The
system will generate a report for each well you have selected (Figure 8.21).

« Compateet Aumceay PurtalLogin  Botom ofFags ¥ Spal Chock  Lo3 Oul orom of Page 1

Figure 8.21

REACTIVATING A SUSPENDED WELL TO CONTINUE OPERATIONS -
regular well notification

Well Operations which have been suspended for a regular well notification can be
reactivated if the operation is due to recommence.

From the CAP Dashboard you require to “Search Well Notifications” (Figure 8.22)

CAP Dashboard

o Workbaske

Search Well Notifications
Select this option if you need to
earch for and view a Well Notification

ica
Search Installations
Select t dto:

Figure 8.22

Enter the detail of the Well Notification. There is the option to search by various
means. This example is by use of the Well Notification Reference Number from the
CAP. Click on the “Search” tab (Figure 8.23).

Search for a Well Notification
I Well Natification Reference Wn/2015/265/%) I * Well Number
Regulations  An Op
Submitted Date = = op: Commencement D. = =
Submission Status Draft Notify st NotAvallable [ Avallable
Cancelled Withdravn
Withdrave Suspended h
-
o ar

The screen expands to include additional information relating to the Well Notification
(Figure 8.24)
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Search for a Well Notification
Well Notification Reference wn/2013/269/0 ‘Well Number %, Advanced Search

Regulations. Ay ™~ Operator
Submitted Date 2 © -] Operation Commencement Date = w© =]
Submission Status (1 Draft [ Returned Notification Status I Not Avallable 0 Available
1 Cancelied 1 Submitted £ Withdrawn [ Active
1 Withdrawn Suspended (1 Finished

 Export to Spreadsheet

You can click on the headings to order your search results.

Reference Operator Submission Status Notification Status ‘Well Number(s)
WN;?D|9J2691D CAP EXAMPLE COMPANY Suhm.\tlm i Suspended ninzz [
= port
Figure 8.24
. “ H 2 H
Click on the “Generate Weekly Well Operations Reports” (Figure 8.25).
Reference Operator Submission Status Notification Status ‘Well Number(s)
WN/2019/269/0 CAP EXAMPLE COMPANY Submitted Suspended M3/22-1
I S Genarate Weekly Well Operatons Reparts I
Figure 8.25

A further screen appears where you require to enter the week for recommencing the
operation and then you require to Generate the report
(Figure 8.26).

“Generate” — automates the report into your workbasket
“Generate and edit” directly opens the report

Generate Weekly Well Operations Reports for
WN/2019/269/0

This Well Notification is currently Suspended. Generating a Weekly Well
Operations Report for this Well Notification will allow its status to be changed.

Report for week commencing Well(s) to report

Generate and edit Cancel
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Generate Weekly Well Operations Reports for
WN/2019/269/0

This Well Notification is currently Suspended. Generating a Weekly Well
Operations Report for this Well Notification will allow its status to be changed.

Report for week commencing Well(s) to report

15-JUL-2019 B |[11322-1 x -

Generate and edit Cancel

Figure 8.26

Report WN/2019/269/0/WWOR/3 generated successfully 3

The report will be available via your workbasket. (Figure 8.27)

If you have selected “Generate and edit” this will open the report direct rather than via
the workbasket

Proceed as detailed from Figure 8.8 t0 8.11

Additional information

Note: If you have missed a weekly operation report you will require to submit the
reports in sequential order and an alert will be displayed when you select a report out
of sequence

Reports must be submitted in order. There is 1 earlier Weekly Well Operations Report drafted for this Well Notification.

If you continue to progress out of sequence, you will be prevented from submitting
the report (Figure 8.29)
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Submit Report

Submission prevented

Weekly Well Operation Reports must be submitted in week order. Submit any draft
report for weeks preceding this report then try again.

Figure 8.29

Where the system requires detail, you will receive an alert and you will not be able to
proceed until this is rectified (Figure 8.30)

Current Mud / Brine / Well Fluid Density in hole
| ppft

You must enter this item

Figure 8.30
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9. WITHDRAW NOTIFICATION

If you require to withdraw the notification you should first access the notification via your
workbasket (Figure 9.1).

Workbasket
Transaction | Ret Subject Topic Company status Intormation
Your i displayed i crder )
Transaction | Sublect | Status |
Company Information Actions
Ret Topic Date
I Wel Naliheation . Submitied ﬁ . .
WNZDT8T20 B PINTO PETROLEUM LIMITED ol i 200 September 2018 137300 Vigw st notcanSN

You will then be taken to the screen where you can use the tab ‘Withdraw Notification’ down
on the left-hand side of the screen (Figure 9.2).

Well Notification Submission Form

<« Workbasket
Regulations

Submission Form

Notification Reference: WN/2018/72/0

Documents
Your notification has been submitted and has been sent to the Offshore Safety Directive Regulator
(OSDR) for inspection.
Notification Submitted You cannot commence well operations until the 11th October 2018
Management
® Documents
« Workbasket
Objections

Notification Timescale /

Reduction Request

Figure 9.2

A further pop-up box appears to allow for the withdrawal of the notification. On clicking
‘Withdraw Notification’ an email will be sent to OMAR / HSE advising them that the well
notification has been withdrawn. Please note that this action cannot be undone (Figure 8.3).

A Workbasket

Regulations.

Submission Form Withdraw your Submitted Well Notification
Documents

Are you sure?
Notification Submitted Are you sure you want to withdraw this submitted notification? This action cannot be un-done.

Management |
Withdraw Notification
Clarifications |

Withdraw Notification

< Workbasket
Objections

Notification Timescale /

Reduction Request

Are you sure you want to withdraw
this submitted notification? This
cannot be undane.

Figure 9.3
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10. SEARCH FACILITY

To undertake a search for a Well Notification you should first go to the ‘CAP Dashboard’ from
your workbasket (Figure 10.1).

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

Transaction | Ref Subjoct Topic Company Saws  informa on “Filtor Tag

‘Your woekbasket s currenlly displayed in the standard Workbasket order ()

ransaction ! e Intormation Actions
. = = Company
Frequently Asked — Well Natification- Matesial Change NTO PETROL Vv well nolfical
Pty w0182 i FINTO PETROLEUM LIMITED . View well nalfication

Figure 10.1

From the CAP Dashboard select ‘Search Well Notifications’ (Figure 10.2).

Q Start a Well Notification

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

Q Search Well Notifications

Select this option if you need to:
Search for and view a Well Notification

Search Installations
Select this option if you need to:

Search for an Installation
View the activity of an installation

! Manage CAP Teams
Select this option if you need to:
Allow an organisation to use CAP
Modify an Organisations Team

Figure 10.2

The next screen will allow for you to undertake a search by various methods. In this instance
we have selected a Well Number and opted to search for related Wellbores. This is undertaken
by also selected the tick box ‘Include Related Wellbores’ then selecting the Search tab (Figure
10.3).

O O O
Search for a Well Notification
Regulationn - I Beloted Wellborms 18 Incluse Belites Wllior I
Operatar Subenitted Dste = o =
(e} Operation Commencement Date = to = O
Suilsemissian Slatis Btizr et by Wil Lo Deal Netifieation SLat et Aailsti

Has repans outstandng?

Q
o

o
Figure 10.3

When you select ‘Search’ this will open-up the relevant well notification and any related
notifications. This allows for you to source additional related well bores e.g., in this instance
Well Bore 22/30b-A20 has a related Well Bore 22/30b-Al11y (Figure 10.4).
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You can dick on the headings to order your search results.
Reference Operator Submission Status Natification Status Well Number(s)
WH/2021/350/ T Submitted Available 22/30b-420 i

A st
WN72021/1/5 (CIEEIErTT Submitted 2004 8 v

A st
WN/2020/475/5 (ETEIEIETE Submitted Suspended 0b- =

A st
WN/2018/68/0 submitted Available 20300-A11% # View Notificatl

" A, StartM
B o

Figure 10.4

You can view the detail of the notification or the history of the well notification by selection of
the relevant tab (Figure 10.5).

Reference Operator Submission Status Notification Status Well Number(s)

22/30b-A20

Figure 10.5
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