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BEIS  Department for Business, Energy and Industrial Strategy 

CA   Competent Authority  

CAP  Competent Authority Portal 

EU   European Union 

HSE  Health & Safety Executive 

IMT  Inspection Management Team (OSDR) 

OPEP  Oil Pollution Emergency Plan 

OSDR   Offshore Safety Directive Regulator 

SCR2015 Offshore Installations (Offshore Safety Directive) (Safety Case etc.) Regulations 2015 

UKCS  United Kingdom Continental Shelf 

UKOP  UK Oil Portal 
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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 in order to obtain the necessary regulatory authorisations to 
operate on the UKCS. 
 

 Competent Authority (CA) Portal 

EU Directive (2013/30/EU) on the safety of offshore oil and gas operations requires Member States to 

set up a Competent Authority (óCAô) to oversee Industry compliance with the Directive and to 

undertake certain related functions such as accepting and/or assessing relevant submissions and 

inspecting relevant notifications. The CA functions are delivered by the Department for Business, 

Energy and Industrial Strategy (óBEISô) and the Health and Safety Executive (óHSEô) working in 

partnership. The partnership formed for this purpose by BEIS and HSE is formally known as the 

Offshore Safety Directive Regulator (óOSDRô). OSDR agreed to develop an online portal, similar in 

nature to existing environmental Portal systems, for the submission of documents by the Industry and 

for the CA to carry out its functions as required under the Directive. 

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 CA Portal 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 óBackô & 
óForwardô buttons as this may result in the user losing the Portal session. 
 
Access to the CA Portal is available through the following link:  
 
https://itportal.beis.gov.uk/eng/fox/cap/CAP_LOGIN/login  
 
 

 
Figure 1.1 

 
 

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

https://itportal.beis.gov.uk/eng/fox/cap/CAP_LOGIN/login


 

CA Portal Industry Guidance v0.1 

  Page 5 of 46 

 
Figure 1.2 

 

Access to available Portal applications are displayed in the left-hand side menu of the Workbasket 

screen (Figure 1.3). 

 
Figure 1.3 
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2 REGISTRATION 

 New Duty Holders (Operators or Owners) 

If a Company (Duty Holder) does not have a CA Portal account, an authorised Company 

representative will need to e-mail details of the Duty Holder (Operator or Owner) to the Energy Portal 

Service Desk mailbox ukop@ogauthority.co.uk who will then arrange for the Duty Holder company 

group to be added to the CA Portal. As many Duty Holders using the CA Portal are currently active in 

the UKCS it is unlikely that a new company account will be necessary. 

If a new company account is required then the company details as registered at Companies House 

will need to be supplied to UKOP. 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 Duty Holder holding a CA Portal account there are distinct access privileges which can be 

allocated to individual users. These can be summarised as follows: 

 

Team Co-ordinator 
 

Users with this privilege administer access to this team and can 
add/remove users as required. The Team Co-ordinator can also allocate 
access rights to specific users using the tick boxes provided. This role 
should be restricted to users directly employed by the Duty Holder and 
should not be granted to users working for contractors on behalf of the 
Duty Holder.  

OPEP Applicant Users in this role can create and edit Oil Pollution Emergency Plan 
(OPEP) applications for any installation/field owned by the Responsible 
Person.  

OPEP Viewer Users with this role have view access only to OPEP applications for any 
installation/field owned by the Responsible Person.  

OPEP Notification 
Recipient 

Users in this role receive notifications on the outcome of all OPEP 
submissions for installations/fields owned by the Responsible Person. 

Safety Case 
Submitter 

Users in this role can create and edit Safety Case submissions for any 
installation/field owned by the Duty Holder. 

Safety Case Viewer Users in this role can view Safety Case submissions for any 
installation/field owned by the Duty Holder. 

Existing Safety Case 
Submitter 

Users in this role can upload existing Safety Cases for any 
installation/field owned by the Duty Holder. 

Safety Case Asset 
Transferrer 

Users in this role can start and reply to asset transfers where the existing 
Safety Case will be transferred to/from the Duty Holder. 

Safety Case 
Notification Recipient 

Users in this role receive notifications on the outcome of all Safety Case 
submissions for installations/fields owned by the Duty Holder. 

 

Role of the Team Co-ordinator 

The designated Team Co-ordinator(s) within each Organisation can add new users to the CA Portal 

Team or remove users as and when required. To add new users the Team Co-ordinator should select 

óCAP Dashboardô from the left-hand side menu of the Workbasket screen (Figure 2.1) 

 

mailto:ukop@ogauthority.co.uk
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Figure 2.1 

The user will then be directed to the CAP Dashboard and should then select óManage CAP Teamsô 

(Figure 2.2) 

 

Figure 2.2 

Once selected the Team Co-ordinator will be directed to the óCAP Teamsô 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 óManage Teamô (Figure 2.3) 
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Figure 2.3 

Once selected 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 the Team Co-ordinator is currently the 

sole member of the CAP Team. (Figure 2.4) 

To add new users to the CAP Team select óAdd someone to this teamô 

 

 

Figure 2.4 

 

The Team Co-ordinator will then be directed to the user input screen and will need to input details of 

the user to be added. It is important that the exact e-mail address of the user to be added is input and 

the Portal uses this as the primary identifier of the user. Other details do not need to match the users 

Portal account details (e.g. full company name) and the Portal will select the most suitable match 

based on the e-mail address. 
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Once the above details have been added the Team Co-ordinator should select óAdd Personô (Figure 

2.5). 

 

 

Figure 2.5 

 

If the user selected does not have a Portal account a yellow ówarning triangleô will be displayed. 

Hovering over this icon will display the warning message óContact does not yet have a login accountô. 

(Figure 2.6) 

If the warning triangle is displayed the Team Co-ordinator should e-mail ukop@ogauthority.co.uk and 

request that an account offer be sent out to the user. The Team Co-ordinator 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 2.6 

 

mailto:ukop@ogauthority.co.uk
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To remove a User from the CAP Team the Co-ordinator can simply uncheck all of the allocated roles 

and select óSave Teamô. 
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3.  CREATING A NEW SAFETY CASE 

It should be noted that the ónewô Safety Case function should only be selected for an 

installation that does not have an accepted operational safety case.   

Preparing a New Safety Case Submission 

To start a new Safety Case submission the user should select óCAP Dashboardô from the left-hand 

side menu of the Workbasket screen. (Figure 3.1) 

 

 
Figure 3.1 

 

The user will then be directed to the CAP Dashboard (Figure 3.2). From here the user will be able to 

select óStart a new Safety Caseô to create the new submission. 

 
Figure 3.2 

 

Selecting óStart a new Safety Caseô will direct the user to a new page to óCreate a new Safety Caseô 

where the user will be able to select the required Safety Case type (Figure 3.3). 
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Figure 3.3 

 

The same page (óCreate a new Safety Caseô page) will allow the user to select the Duty Holder 

(appointed Installation Operator of a Production Installation as per Regulation 5 or 6 of the Offshore 

Petroleum Licensing (Offshore Safety Directive) Regulations 2015 or the Owner of a Non-Production 

Installation) (Figure 3.4).  

The responsibility rests with the user to ensure that the correct legal entity is selected. 

Selecting an incorrect legal entity will invalidate the Safety Case. 

 
Figure 3.4 

 

On selecting the Duty Holder the user will be able to prepare the Safety Case by selecting the 

óPrepare Safety Caseô tab (Figure 3.5) 

 
Figure 3.5 
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On selecting óPrepare Safety Caseô the user will be taken to a new page to select the regulations 

under which the safety case is being made (Figure 3.6) 

¶ The Offshore Installations (Safety Case) regulations 2005 

¶ The Offshore Installations (Offshore Safety Directive) (Safety Case etc.) Regulations 2015 

 

 
Figure 3.6 

 

On selecting the specific regulation under which the safety case is made the user will be able to 

progress to the next screen to upload the safety case by selecting the óSubmission Formô (Figure 3.7) 

 

Figure 3.7 

 

Selecting the óSubmission Formô will take the user to the óSafety Case Submissionô page where the 

user will be able to input mandatory contact details for the safety case. It should be noted that the 

system automatically populates the company registration number and the company house registration 

address (Figure 3.8) 
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Figure 3.8 

 

On completion of the óContact Detailsô the user will be able to input the óCOIN Referenceô number if 

known (Figure 3.9). Please note that this is not a mandatory field. 

 

 
Figure 3.9 

 

On completion of the óContact Detailsô and the optional óCOIN Referenceô number, the user will be 

able to select the installation(s) covered by the safety case. 

It should be noted that the system allows a global search using óInstallation Searchô function, and it is 

the responsibility of the user to ensure the correct installation covered by the safety case is selected 

(e.g. Figure 3.10). The system allows the user to select additional or multiple installations covered by 

the same safety case by using the óInstallation Searchô function. It should also be noted that once 

an installation is selected for a safety case, it will not be available to select again. 

 


