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Sensitive

This document and those that relate to the security and operations of the Bureau of Ocean
Energy Management (BOEM) and the Bureau of Safety and Environmental Enforcement
(BSEE) networks are considered sensitive and should not be distributed outside of the BOEM,
BSEE or the Department of Interior (DOI) without permission. This document should be properly
handled at all times and stored appropriately when not in use.
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Assistance

If you need assistance,

please email or call supervisor of
Petrophysical Analysis Unit at
pau@boem.gov

(504) 736-5702

Obtaln TIMS Web Account

3.

If you don’t have a TIMS Web account, download form
https://www.bsee.gov/sites/bsee.gov/files/bsee-policy-manual-section/ocs-operations/ewell-
permitting-and-reporting-system-application-manual.pdf

Fill out, sign, and mail to:

BOEM GOM OCS Region Adjudication Section

Attention: Section Chief (eWell/TIMS Web User Requests Forms)

1201 Elmwood Park Blvd.

GM 276A

New Orleans, LA 70123-2394

Once approved, you will get a TIMS Web account.

Logging into TIMS Web

PN =

Login to https://timsweb.bsee.gov

Enter username.

Enter password and press Sign In.

Click on “Well Producibility Determination” button under Permits in main panel or inside
Navigation bar.

RESOURCE EVALUATION

TIMS Web Reserves menu provides access to reserves
data and administration related to reserves, reservoirs,
and associated support data.

4

Well Producibility Determination

Click on “Well Producibility Determination” Button


https://timsweb.bsee.gov
https://www.bsee.gov/sites/bsee.gov/files/bsee-policy-manual-section/ocs-operations/ewell
mailto:pau@boem.gov
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Logging out of TIMS Web

1. Tolog out anytime, click “Logout” in top right of TIMS Web. If in Submittals, click “Return to
TIMS Portal” in navigation bar and “Logout”.

© Help  Logout «

» (> Return to TIMS Portal

Click “Logout” or “Return to TIMS Portal”

Create TIMS Web Submittal

1. Submittals is TIMS Web'’s interface to submit requests, to review requests, or to send
attachments. The company’s existing submittals are listed here.

2. Work Status box is set to “Working” to view Submittals in progress. To view completed
Submittals that have been approved or denied, set Work Status to “Processed” and click
“Search”.

3. Press “Create TIMS Web Submittal” to start a new Well Producibility Determination Request.

© Create TIMSWeb Submittal -

[4 Application Submittals

Submittal Status Meta Data 3 Q_ search
Work Status Working Meta Data 4
o
Meta Data 1 Meta Data 5 e
Meta Data 2
(€4

Click on “Create TIMS Web Submittal”
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4. Online form is for the Gulf of Mexico region only.

5. Select Gulf of Mexico Region, Well Producibility Determination, Request, Well
Producibility Determination Submittal.

6. Click on “Save”.

[ (,x

Create New Submittal

Select Region

| Gulf of Mexico Region v

Business Process

Well Producibility Determination v

Select Submittal Category

Request v

Select Submittal Type

Well Producibility Determination Submittal v

Select Request and Well Producibility Determination Submittal

Enter Contact Information

1. Press Contacts tab.

2. At least one contact with primary email, primary address, and primary phone number is
required.

3. The contact will appear on the request letter.

& Overview || [ MetaData || (3 Submittal Associations P Attachments | & Contacts || B Reports
© Add Existing Contact © Add New Contact © Click on each t row to get detail information.
v 5] Contact Type First Name Last Name

Press “Contacts” Tab
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4. Press Add New Contact to add a new contact.
5. Or, press Add Existing Contact to add an existing contact associated with company.

& Overview [0 Meta Data (O Submittal Associations ? Attachments | 4 Contacts B Reports
© Add Existing Contact © Add New Contact © Click on each contact row to get detail information.
v s} Contact Type First Name Last Name

Press “Add New Contact” or “Add Existing Contact”

6. If adding new contact, select contact type, enter first name, middle initial, last name, primary
email address, and confirm email address.
7. Press Save.

< X
Create New Contact
Contact Type * Regulatory Specialist v
First Name * Teree
Middle Initial
Last Name * Campbell

Primary Email Address* | teree.campbell@boem.gov

Confirm Email Address* | teree.campbell@boem.gov MATCH

v —> @ conce

Create New Contact

8. If adding existing contact, select contact type and select contact.
9. Press Save.
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Add Existing Contact

Contact Type * Regulatory Specialist hd

Contact * ! I v ]

@ Cancel

Not Complete
Select Existing Contact
10. Click on the contact to view primary email, primary address, and primary number.

11. To change the name of contact, press the pen and paper icon. To delete the contact, press
the trash can icon.

& Overview [3 Meta Data [ Submittal Associations & Attachments & Contacts B Reports
© Add Existing Contact © Add New Contact @ Click on each contact row to get detail information.
v g Contact Type First Name Last Name
24 g Regulatory Specialist Shawn Alonso

Add or Change Contact Information
12. Press Emails tab.
13. Make sure there is a Primary Email Address.
14. To change email, press pen icon.
15. To add email, press Add Email button.

= Emails A Addresses ¢, Phone Numbers

# Primary Email Address

4 teree.campbell@boem.g

Alternate Email Addresses

© Add Email

Add or Change Primary Email Address
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16. Press Addresses tab.

17. Make sure there is a Primary Address checked. If not, add address by pressing Add
Address button.

18. To change address, press pen and paper icon. To delete address, press trash can icon.

19. To add address, press Add Address button.

= Emails A Addresses . Phone Numbers
© Add Address
- g Primary Address Type Address City
[z g A Mailing 1201 ElImwood Park Blvd New Orleans

]

20. Press Phone Number tab.

21. Make sure there is a Primary Phone Number checked. If not, add phone number by
pressing Add Phone Number button.

22. To change phone number, press pen and paper icon. To delete phone number, press trash
can icon.

23. To add phone number, press Add Phone Number button.

Add or Change Primary Address

= Emails || @ Addresses || & Phone Numbers
© Add Phone Number
> 1] Primary Phone Type Phone Number
24 8 v Office (504) 736-5702

Add or Change Primary Phone Number

Generate Request Letter

1. In the upper right corner, press WPD Requests to go to the online form.

4

Validate X Delete & Submit 9 Status History 4 WPD Requests C

[ Submittal Details: Type - Well Producibility Determination Submittal

Press “WPD Requests”
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2. First page is Requirements to read.
3. Press Go to Next Page.

The information collection referred to in this NTL provides clarification, tion, or interp of req contained in 30 CFR 550, Subpart A and references requirements contained in 30 CFR 250, Subparts A D. and K. The Office of Management
and Budget (OMB) approved the collection req in these under OMB control numbers 1010-0114, 1014-0022, 1014-0018, and 1014-0019, respectively. This NTL does not impose additional information collection requirements
subject to the Paperwork Reduction Act of 1995.

BOEM NTL No.:
2013-G01

Effective Date:
March 1, 2013

) T

Read Requirements

4. Select active lease number, API number of well, and expired lease number of well if different
from active lease number. Choose Petrophysical or Well Test qualifying type. Press Save
and Go to Next Page.

* Active lease number:

G35868 v

* APl number of well:

608114044600 v

t1t

Expired lease number of well if different from active lease number:

G21207 v

L]

* Requested qualification type:

o Petrophysical
Well Test

L]

Select Lease Number, API, Expired Lease, and Qualifying Type

5. If Petrophysical was chosen, select hydrocarbon type, depths to top and base of pay in MD
and TVDSS, and net thickness of pay in MD and TVDSS.
6. Press Save and Go to Next Page.



* Hydrocarbon type:

Oil v

* Depth to top of pay in feet (MD):

10000 ftMD

* Depth to top of pay in feet (TVDSS):
9990 ft TVDSS

* Depth to base of pay in feet (MD):

10050 ftMD

ttt1

* Depth to base of pay in feet (TVDSS):

1

10040 ft TVDSS

* Net thickness of continuous pay section in feet (MD):

30 ftMD

L]

* Net thickness of continuous pay section in feet (TVDSS):

30 ftTVDSS

L]

Petrophysical: Enter Pay Interval Information

7. If you chose Well Test, select hydrocarbon type, depth of tested interval in MD and TVDSS,
date of test, test number if more than one test in the well, and well test results.
8. Press Save and Go to Next Page.



* Hydrocarbon type:
Oil v

* Depth of tested interval (MD):

10000 ft MD

* Depth of tested interval (TVDSS):

9900 ft TVDSS

* Date of test:

02-NOV-21

t1Tt1

Test number if more than one test in the well:

2

* Well test results:

Tt 1

pressure stabilized four hours

Well Test: Enter Well Test Interval Information

. Review inputted data. If you have to edit, press Go To Page.
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General Information:

Active Lease APl Number of Expired Lease Number of Well If Different from Qualification
Number Well Active Lease Number Type
G35868 608114044600 G21207 Petrophysical Cote

O
o
Q
m

Petrophysical Information:

Depth to Depth to
Top of Depth to Base of Depth to Net Thickness of Net Thickness of
Hydrocarbon Pay (ft Top of Pay Pay (ft Base of Pay Continuous Pay Continuous Pay
Type MD) (ft TVDSS) MD) (ft TVDSS) Section (ft MD) Section (ft TVDSS)
oil 10000 9990 10050 10040 30 30 2000

Review Inputted Data

10. Select a contact who will sign the letter. These contacts are those that were entered at
Submittals.

11. Remember you must have entered a contact at the Submittals side with a Primary Email,
Primary Address, and Primary Phone Number.

12. Press Generate Letter.

* 2. Generate a pdf letter.

Shawn Alonso. Regulatory Specialist. shawn.alonso@boem.gov. 5047365702. 1201 Elmwood Park Blvd , New Orleans, LA 70123 Vv

== ¢

Select Contact and Press Generate Letter

* Choose contact who will sign letter. The Contact Information should have been entered at Submittals under the Contaits tab.

13. These are options to sign the form digitally or manually.
14. The first option is the fastest and the preferred method. This method will be shown in
following steps.



* 3. Sign in one of the following ways:

a. Sign pdf digitally and upload as attachment at Submittals. Fastest and preferred method. -

b. Print pdf, sign manually, scan, and upload as attachment at Submittals.

c. Print pdf, sign manually, scan, and email it to:

pau@boem.gov

d. Print pdf, sign manually, and mail it to:
U. S. Department of the Interior
Bureau of Ocean Energy Management
Gulf of Mexico OCS Region

Office of Resource Evaluation
Supervisor Petrophysical Analysis Unit
MS GM881A

New Orleans, Louisiana 70123

e. Print pdf, sign manually, and telefax request to:
(504)736-2905

Signing Digitally Is Fastest

15. Go to the pdf form that was generated.

16. There are two ways to digitally sign pdf. Go to Tools.
17. Press Fill and Sign.

18. Or, press Certificates.

Tools WPDIndustryLetter...

1

Create & Edit

Create PDF Combine Files Organize Pages

Forms & Signatures

4 B 24

Fill & Sign Prepare Form Certificates

[ Acd ]-] [Aga ]-]

Two Ways to Digitally Sign
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19. If digitally signing with Fill and Sign, press Sign Yourself.
20. Select the stored signature if it's there or select Add Signature to add a new signature.
21. If adding signature, press Draw, sign using by dragging your mouse, then press Apply.

1 /1 AR MO ® v m F

IAb X v S, — ° Q: Sign yourself «

=) §

—_—

Signing by “Fill and Sign”

22. If digitally signing with Fill and Sign, drag the signature to over the Sign By line.
23. Add a date by pressing Text “Ab” in bar. Then, drag text box over Date line and enter the
date.

34; Save the pdf by going to File -> Save. B
1 /1 AR MO @ wm-- @ P

b X v O =— o a Sign yourself ‘

L)

Shacwn Abonas € 11/01/2021 4=

Sign by Date

Signing by “Fill and Sign”

25. If digitally signing with certificates, press Digitally Sign.
26. Drag and drop a box at the “Sign by.”
27. A pop up box will appear. Press sign.
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m Digitally Sign [% Time Stamp @Q Certify (Visible Signature)

&=

Sign by Date

Gregory Shin
Regulatory Specialist

Digitally signed by
GREGO GREGORY SHIN

17

Q Certify (Invisible Signature)

Sign as "GREGORY SHIN" X

Date: 2021.11.01
12:46:06 -05'00'

RY SHI

Signing by “Certificates”

28. If digitally signing with certificates, save pdf. Depending on your company’s requirements,

you may have to enter PIN and press OK.
29. The digital signature should he shown up.

e R N = W M NS ~ — i i )
® < Windows Security 3¢
i R
4 Bl > ThisPC > Desktop v O Search Desktop \ Smart Card
' _——
Organize v New folder = - 7 Please enter your PIN.
; A N ”
[ This PC ame l
P 3D Objects ® WPDIndustryLetter.pdf )
I Desktop [® BOEM327Form (1).pdf J e for more information
B Nncsimnnnse NS >
File name: I WPDindustryLetter.pdf v OK Cancel
Save as type:  Adobe PDF Files (*.pdf) v
A Hide Folders - Save Cancel
G R EG O RY S H I N Digitally signed by GREGORY SHIN
Date: 2021.11.02 20:45:35 -05'00"
Sign by Date

Signing by “Certificates”

Submit Request at Submittals

1. Return to Submittals by pressing Return to Submittals button.

2. Press Attachments tab.
3. Then, press Add Attachment.
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- Return to Submittals =)

= Overview 3 Meta Data (3 Submittal Associations || & Attachments [ Chec
© Add Attachment o C
® 2 o Required v Attachment Name Fil
o @ 4 Optional Petrophysical Information
o @ 2 Optional Well Test Information
Press “Add Attachment”
4. Enter Attachment name, such as WPD Letter.
5. Press Choose File.
6. Select signed pdf letter and press Open.
7. Then press Save.
X E Create New Attachment
I > ThisPC > Desktop v O Search Desktop oy
Attachment Name *
wy folder =y 1 O WPD Letter
A Name - Date modified Type —
f.i Microsoft Teams 10/7/2021 8:30 PM Short
"3 WPDLetter 11/1/2021 2:58 PM Adob
N € > Current File Name
File name: | WPDLetter v| [AnFiles v WPDIndustryLetter 7.pdf
Cancel Choose File |
t v Q@ cancel

1

Choose File and Press “Save”

8. If needed, you can add additional attachments.

9. To attach additional Petrophysical Information or Well Test Information, press the pencil and
paper icon.

10. To attach other documents, press Add Attachment.

11. Press eye icon to view attachment and trash can icon to delete attachment
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= Overview (9 Meta Data [3 submittal Associations & Attachments & Contacts B Reports
© Add Attachment ok [
o ® g s} Required - Attachment Name File Name
o @ 2 Optional Petrophysical Information
o @ (2 Optional Well Test Information
o @ g & Optional WPDLetter WPDIndustryLetter.pdf

Add Optional Attachments

12. Press Validate to make sure there are no errors.
13. If no errors, then you should get You are ready to submit message.

- validate Submit £ Status History © Hel

4 WPD Requests C

EE
©

[ Submittal Details: Type - Well Producibility Determination Submitta
vYou are ready to submit.

8 Overview OO Meta Data O Submittal Associations & Attachments & Contacts B Reports
Press “Validate”

14. Press Status History to look at status such as Draft, Submitted, In Review, and effective

date.
15. You will get an email notification anytime the status changes.
16. Press Close when done.
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[*1 Submittal Status History

Status Effective Date - Remark User

Draft Feb 09, 2021 - 5:33:43 PM shing@mms.g

‘ Close

Press “Status History”
17. Press Submit if ready to submit. If necessary, enter Remarks.
18. Press Save.
19. Submittal status will be changed from Draft to Submitted.
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Status Transition (Add Remarks)

Submittal Status will change to:

Submitted

CERTIFICATION: | certify the information submitted is complete and accurate to the
best of my knowledge. | understand that the submission of false statements to the
United States may subject me to criminal penalties under 18 U.S.C. Section 1001.

Remarks

Clicking "Save" will complete status transition, "Cancel" will discard changes.

Press “Submit”

20. The PAU will review your request.
21. You should receive an email notification that submittal status was changed from Submitted
to In Review.
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TWSubmittalsNotifications_BAT@bsee.gov

£ Inbox 4032

f Drafts

™1 Submittal Status History

Status Effective Date
In Review Nov 03, 2021
Submitted Nov 03, 2021

TIMS Web Submittals - Well Produ...
Lease Number: API Number: TOTAL E...

Sv.« 0/17

Inbox
noo

- Remark

-12:10:33 AM

-12:10:10 AM

Receive Email Notification of In Review

Responding to RFlI

1. If the PAU needs more information for your request, you will get an email notification for
Request For Information (RFI) containing remarks by the reviewer. The status will also have

changed from In Review to Returned.



v Folders
TWSubmittalsNotifications_BAT@bsee.gov
&3 Inbox 4032 TIMS Web Submittals - Well Produ...  Sun 10/17
& Drafts Lease Number: API Number: TOTALE... [ Inbox]

I Submittal Status History

Status Effective Date - Remark

Returned Nov 04, 2021 - 1:48:58 PM WPD Review - need more info
In Review Nov 04, 2021 - 1:48:02 PM

Submitted Nov 04, 2021 - 1:45:51 PM

Receive Email Notification of RFI

2. Go back to the Submittal.
3. Press Rework to be able to add more information to submittal.

validate Rework 5 Status History 4 WPD Requests

[ Submittal Diiiails: Type - Well Producibility Determ

Press Rework

4. Remarks box is required. Enter your comments in the Remarks box.
5. Press Save.
6. The status will change from Returned to In Rework.
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E !
" 4

Status Transition (Add Remarks)

Submittal Status will change to:

In Rework

- Remarks *

adding more information

V

Clicking "Save" will complete status transition, "Cancel" will discard changes.

Enter Remarks and Press “Save”

7. You may have received an attachment from PAU explaining the RFI.
8. Click on Agency Attachments tab.
9. If there is an attachment, click on the eye icon to preview.
10. Download the attachment by clicking on the attachment and pressing Download.
= Overview || [J MetaData || O Submittal Associations || & Attachments || & Agency Attachments
i t
® (2 5] Required v Attachment Name File Name

‘ ® Optional RFI RFI.pdf

Click Agency Attachments and Download RFI

11. You can make changes to your application to satisfy the RFI.
12. You can change WPD Requests form, Attachments, or Contacts.
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Validate Resubmit ™! Status History 4 WPD Requests

[1 Submittal Details: Type - Well Producibility Determin

= Overview (9 Meta Data 3 Submittal Associations & Attachments & Cont:

Make Changes

13. After satisfying the RFI, you have to regenerate the letter.

14. In the form, choose contact, press Generate Letter, and press Save.

15. Sign the form. If signing digitally, press Tools tab, and press Fill and Sign or press
Certificates.

Shawn Alonso. Regulatory Specialist. shawn.alonso@boem.gov. 5047365702. 1201 Elmwood Park Blvd , New Orleans, LA 70123 Vv

ot B

* Choose contact who will sign letter. The Contact Information should have been entered at Submittals under the Conticts tab. Prir

e: | WPDIndustryLetter.pdf

Tools WPDindustryLetter...

e: Adobe Acrobat Document (*.pdf)

Create & Edit

Create PDF Combine Files Organize Pages

Open |~ Open =] Open |~

Forms & Signatures

Fill & Sign Prepare Form Certificates |

| Open iv Add :- Add :v
Re-Sign the Document

16. In Submittals, attach the regenerated letter.
17. Press Attachments tab, press Add Attachment, enter Attachment Name, press Choose File,
select file, press Open, and press Save.
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t Create New Attachment
© Add Attachment & Download

Attachment Name *
® 2 [ ] Required v Attachment Name File Name -

WPD Letter

Remarks

© @ g Optional Petrophysical Information
o @ @2 Optional Well Test Information
4 Bl > ThisPC > Desktop v O O Search Desktop Current File Name
WPDIndustryLetter 7.pdf
Organize ¥ New folder B~ M
R o -:cm- Fie
@ OneDrive A Name Date modified Type
) B Microsoft Teams 10/7/2021 8:30 PM Short - ‘
[ This PC S
o " WPDLetter 11/1/2021 2:58 PM Adob
2 30 Objects
! DD RS >
File name: |WPDLetter v | [AlFites |

1

~| Open | | Cancel

Re-Add Attachment

18. After attaching the regenerated letter, the submittal can be submitted again.
19. Press Resubmit.

Validate &4 Resubmit 1 Status History 4 WPD Requests

[ Submittal Ddllkils: Type - Well Producibility Determin:

Press “Resubmit”

20. “Please describe the changes you have made” box is required.
21. Press Save.
22. The status will change from In Rework to Resubmitted.
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RFI Description

need more information

‘ Please describe the changes you have made *

provided more information

Submittal Status will change to:

Resubmitted

Remarks

Responding to the following RFI(s):
WPD Review - need more information

Clicking "Save" will complete status transition, "Cancel" will discard changes.

) @ concel

Enter Changes Made and Press “Save”

Viewing PAU Decision

1. After the PAU reviews your request, you should receive an email notification that the status
has been changed from In Review to Approved or Denied.
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v Folders
TWSubmittalsNotifications_BAT@bsee.gov
£3 Inbox 4032 TIMS Web Submittals - Well Produ...  Sun 10/17
& Drafts Lease Number: API Number: TOTAL E... Inbox

[ Submittal Status History

Status Effective Date B Remark
Approved Nov 04, 2021 - 1:52:11 PM
In Review Nov 04, 2021 - 1:51:51 PM

Receive Email Notification About Approved or Denied

2. Go back to Submittals.
3. To view Approved or Denied Submittals, set Work Status to Processed and press Search.
4. Click on the Approved or Denied Submittal.

Submittal Status v Meta Data 3
Work Status Processed v Meta Data 4
Meta Data 1 t Meta Data 5 2 gset

Meta Data 2

Submittal Type Status Status Date Submitted Date

Well Producibility Determinat... Approved Mon Nov 01 14:41:37 CDT 2021 Mon Nov 01 13:46:12 CDT 20...

Search Processed Submittals

5. Click on Agency Attachments tab.
6. Click on the eye icon to preview THE Decision Letter.
7. Download the form by clicking on the letter and pressing Download.



WPD Request Online 29

= Overview () Meta Data (3 Submittal Associations Attachments & Agency Attachments || & Contacts

-

® 7.4 (s} Required -1 Attachment Name File Name Section Des

- ® Optional WPDDecision DecisionLetter.pdf

DecisionLetter.pdf

DecisionLetter.pdf

Click Agency Attachments and Download Decision Letter
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	Assistance 
	Assistance 
	If you need assistance, please email or call supervisor of Petrophysical Analysis Unit at (504) 736-5702 
	pau@boem.gov 


	Obtain TIMS Web Account 
	Obtain TIMS Web Account 
	1. 
	1. 
	1. 
	If you don’t have a TIMS Web account, download form permitting-and-reporting-system-application-manual.pdf 
	https://www.bsee.gov/sites/bsee.gov/files/bsee-policy-manual-section/ocs-operations/ewell
	-


	2. 
	2. 
	Fill out, sign, and mail to: BOEM GOM OCS Region Adjudication Section Attention: Section Chief (eWell/TIMS Web User Requests Forms) 1201 Elmwood Park Blvd. GM 276A New Orleans, LA 70123-2394 

	3. 
	3. 
	Once approved, you will get a TIMS Web account. 



	Logging into TIMS Web 
	Logging into TIMS Web 
	1. 
	1. 
	1. 
	Login to 
	https://timsweb.bsee.gov 


	2. 
	2. 
	Enter username. 

	3. 
	3. 
	Enter password and press Sign In. 

	4. 
	4. 
	Click on “Well Producibility Determination” button under Permits in main panel or inside 


	Navigation bar. 
	Click on “Well Producibility Determination” Button 

	Logging out of TIMS Web 
	Logging out of TIMS Web 
	1. To log out anytime, click “Logout” in top right of TIMS Web. If in Submittals, click “Return to 
	TIMS Portal” in navigation bar and “Logout”. 
	Click “Logout” or “Return to TIMS Portal” 

	Create TIMS Web Submittal 
	Create TIMS Web Submittal 
	1. 
	1. 
	1. 
	Submittals is TIMS Web’s interface to submit requests, to review requests, or to send attachments. The company’s existing submittals are listed here. 

	2. 
	2. 
	Work Status box is set to “Working” to view Submittals in progress. To view completed Submittals that have been approved or denied, set Work Status to “Processed” and click “Search”. 


	3. Press “Create TIMS Web Submittal” to start a new Well Producibility Determination Request. 
	Click on “Create TIMS Web Submittal” 
	4. 
	4. 
	4. 
	Online form is for the Gulf of Mexico region only. 

	5. 
	5. 
	Select Gulf of Mexico Region, Well Producibility Determination, Request, Well Producibility Determination Submittal. 

	6. 
	6. 
	Click on “Save”. 


	Figure
	Select Request and Well Producibility Determination Submittal 

	Enter Contact Information 
	Enter Contact Information 
	1. 
	1. 
	1. 
	Press Contacts tab. 

	2. 
	2. 
	At least one contact with primary email, primary address, and primary phone number is required. 

	3. 
	3. 
	The contact will appear on the request letter. 

	4. 
	4. 
	Press Add New Contact to add a new contact. 

	5. 
	5. 
	Or, press Add Existing Contact to add an existing contact associated with company. 


	Figure
	Press “Contacts” Tab 
	Press “Contacts” Tab 
	Press “Add New Contact” or “Add Existing Contact” 

	Figure
	6. 
	6. 
	6. 
	If adding new contact, select contact type, enter first name, middle initial, last name, primary email address, and confirm email address. 

	7. 
	7. 
	Press Save. 


	Figure
	Create New Contact 
	8. 
	8. 
	8. 
	If adding existing contact, select contact type and select contact. 

	9. 
	9. 
	Press Save. 


	Figure
	Select Existing Contact 
	10. 
	10. 
	10. 
	Click on the contact to view primary email, primary address, and primary number. 

	11. 
	11. 
	To change the name of contact, press the pen and paper icon. To delete the contact, press the trash can icon. 


	Figure
	Add or Change Contact Information 
	12. 
	12. 
	12. 
	Press Emails tab. 

	13. 
	13. 
	Make sure there is a Primary Email Address. 

	14. 
	14. 
	To change email, press pen icon. 

	15. 
	15. 
	To add email, press Add Email button. 

	16. 
	16. 
	Press Addresses tab. 

	17. 
	17. 
	Make sure there is a Primary Address checked. If not, add address by pressing Add Address button. 

	18. 
	18. 
	To change address, press pen and paper icon. To delete address, press trash can icon. 

	19. 
	19. 
	To add address, press Add Address button. 


	Figure
	Add or Change Primary Email Address 
	Add or Change Primary Email Address 
	Add or Change Primary Address 

	Figure
	20. 
	20. 
	20. 
	Press Phone Number tab. 

	21. 
	21. 
	Make sure there is a Primary Phone Number checked. If not, add phone number by pressing Add Phone Number button. 

	22. 
	22. 
	To change phone number, press pen and paper icon. To delete phone number, press trash can icon. 

	23. 
	23. 
	To add phone number, press Add Phone Number button. 


	Figure
	Add or Change Primary Phone Number 

	Generate Request Letter 
	Generate Request Letter 
	1. 
	1. 
	1. 
	In the upper right corner, press WPD Requests to go to the online form. 

	2. 
	2. 
	First page is Requirements to read. 

	3. 
	3. 
	Press Go to Next Page. 


	Figure
	Press “WPD Requests” 
	Press “WPD Requests” 
	Read Requirements 

	Figure
	4. Select active lease number, API number of well, and expired lease number of well if different from active lease number. Choose Petrophysical or Well Test qualifying type. Press Save 
	and Go to Next Page. 
	Select Lease Number, API, Expired Lease, and Qualifying Type 
	5. 
	5. 
	5. 
	If Petrophysical was chosen, select hydrocarbon type, depths to top and base of pay in MD and TVDSS, and net thickness of pay in MD and TVDSS. 

	6. 
	6. 
	Press Save and Go to Next Page. 


	Figure
	Petrophysical: Enter Pay Interval Information 
	7. 
	7. 
	7. 
	If you chose Well Test, select hydrocarbon type, depth of tested interval in MD and TVDSS, date of test, test number if more than one test in the well, and well test results. 

	8. 
	8. 
	Press Save and Go to Next Page. 

	9. 
	9. 
	Review inputted data. If you have to edit, press Go To Page. 


	Figure
	Well Test: Enter Well Test Interval Information 
	Figure
	Review Inputted Data 
	10. 
	10. 
	10. 
	Select a contact who will sign the letter. These contacts are those that were entered at Submittals. 

	11. 
	11. 
	Remember you must have entered a contact at the Submittals side with a Primary Email, Primary Address, and Primary Phone Number. 

	12. 
	12. 
	Press Generate Letter. 


	Figure
	Select Contact and Press Generate Letter 
	13. 
	13. 
	13. 
	These are options to sign the form digitally or manually. 

	14. 
	14. 
	The first option is the fastest and the preferred method. This method will be shown in following steps. 


	Figure
	Signing Digitally Is Fastest 
	15. 
	15. 
	15. 
	Go to the pdf form that was generated. 

	16. 
	16. 
	There are two ways to digitally sign pdf. Go to Tools. 

	17. 
	17. 
	Press Fill and Sign. 

	18. 
	18. 
	Or, press Certificates. 

	19. 
	19. 
	If digitally signing with Fill and Sign, press Sign Yourself. 

	20. 
	20. 
	Select the stored signature if it’s there or select Add Signature to add a new signature. 


	Figure
	Two Ways to Digitally Sign 
	21. If adding signature, press Draw, sign using by dragging your mouse, then press Apply. 
	Signing by “Fill and Sign” 
	22. 
	22. 
	22. 
	If digitally signing with Fill and Sign, drag the signature to over the Sign By line. 

	23. 
	23. 
	Add a date by pressing Text “Ab” in bar. Then, drag text box over Date line and enter the date. 

	24. 
	24. 
	Save the pdf by going to File -> Save. 


	Figure
	Signing by “Fill and Sign” 
	25. 
	25. 
	25. 
	If digitally signing with certificates, press Digitally Sign. 

	26. 
	26. 
	Drag and drop a box at the “Sign by.” 

	27. 
	27. 
	A pop up box will appear. Press sign. 


	Figure
	Signing by “Certificates” 
	28. 
	28. 
	28. 
	If digitally signing with certificates, save pdf. Depending on your company’s requirements, you may have to enter PIN and press OK. 

	29. 
	29. 
	The digital signature should have shown up. 


	Figure
	Signing by “Certificates” 

	Submit Request at Submittals 
	Submit Request at Submittals 
	1. 
	1. 
	1. 
	Return to Submittals by pressing Return to Submittals button. 

	2. 
	2. 
	Press Attachments tab. 

	3. 
	3. 
	Then, press Add Attachment. 

	4. 
	4. 
	Enter Attachment name, such as WPD Letter. 

	5. 
	5. 
	Press Choose File. 

	6. 
	6. 
	Select signed pdf letter and press Open. 

	7. 
	7. 
	Then press Save. 


	Figure
	Press “Add Attachment” 
	Figure
	Choose File and Press “Save” 
	8. 
	8. 
	8. 
	If needed, you can add additional attachments. 

	9. 
	9. 
	To attach additional Petrophysical Information or Well Test Information, press the pencil and paper icon. 

	10. 
	10. 
	To attach other documents, press Add Attachment. 

	11. 
	11. 
	Press eye icon to view attachment and trash can icon to delete attachment 

	12. 
	12. 
	Press Validate to make sure there are no errors. 

	13. 
	13. 
	If no errors, then you should get You are ready to submit message. 


	Figure
	Add Optional Attachments 
	Figure
	Press “Validate” 
	14. 
	14. 
	14. 
	Press Status History to look at status such as Draft, Submitted, In Review, and effective date. 

	15. 
	15. 
	You will get an email notification anytime the status changes. 

	16. 
	16. 
	Press Close when done. 


	Figure
	Press “Status History” 
	17. 
	17. 
	17. 
	Press Submit if ready to submit. If necessary, enter Remarks. 

	18. 
	18. 
	Press Save. 

	19. 
	19. 
	Submittal status will be changed from Draft to Submitted. 

	20. 
	20. 
	The PAU will review your request. 

	21. 
	21. 
	You should receive an email notification that submittal status was changed from Submitted to In Review. 


	Figure
	Press “Submit” 
	Press “Submit” 
	Receive Email Notification of In Review 

	Figure

	Responding to RFI 
	Responding to RFI 
	1. 
	1. 
	1. 
	If the PAU needs more information for your request, you will get an email notification for Request For Information (RFI) containing remarks by the reviewer. The status will also have changed from In Review to Returned. 

	2. 
	2. 
	Go back to the Submittal. 

	3. 
	3. 
	Press Rework to be able to add more information to submittal. 


	Figure
	Receive Email Notification of RFI 
	Figure
	Press Rework 
	4. 
	4. 
	4. 
	Remarks box is required. Enter your comments in the Remarks box. 

	5. 
	5. 
	Press Save. 

	6. 
	6. 
	The status will change from Returned to In Rework. 

	7. 
	7. 
	You may have received an attachment from PAU explaining the RFI. 

	8. 
	8. 
	Click on Agency Attachments tab. 

	9. 
	9. 
	If there is an attachment, click on the eye icon to preview. 

	10. 
	10. 
	Download the attachment by clicking on the attachment and pressing Download. 


	Figure
	Enter Remarks and Press “Save” 
	Figure
	Click Agency Attachments and Download RFI 
	11. 
	11. 
	11. 
	You can make changes to your application to satisfy the RFI. 

	12. 
	12. 
	You can change WPD Requests form, Attachments, or Contacts. 


	Figure
	Make Changes 
	13. 
	13. 
	13. 
	After satisfying the RFI, you have to regenerate the letter. 

	14. 
	14. 
	In the form, choose contact, press Generate Letter, and press Save. 

	15. 
	15. 
	Sign the form. If signing digitally, press Tools tab, and press Fill and Sign or press Certificates. 


	Figure
	Re-Sign the Document 
	16. 
	16. 
	16. 
	In Submittals, attach the regenerated letter. 

	17. 
	17. 
	Press Attachments tab, press Add Attachment, enter Attachment Name, press Choose File, select file, press Open, and press Save. 

	18. 
	18. 
	After attaching the regenerated letter, the submittal can be submitted again. 

	19. 
	19. 
	Press Resubmit. 


	Figure
	Re-Add Attachment 
	Figure
	Press “Resubmit” 
	20. 
	20. 
	20. 
	“Please describe the changes you have made” box is required. 

	21. 
	21. 
	Press Save. 

	22. 
	22. 
	The status will change from In Rework to Resubmitted. 


	Figure
	Enter Changes Made and Press “Save” 

	Viewing PAU Decision 
	Viewing PAU Decision 
	1. After the PAU reviews your request, you should receive an email notification that the status has been changed from In Review to Approved or Denied. 
	Figure
	Receive Email Notification About Approved or Denied 
	2. 
	2. 
	2. 
	Go back to Submittals. 

	3. 
	3. 
	To view Approved or Denied Submittals, set Work Status to Processed and press Search. 

	4. 
	4. 
	Click on the Approved or Denied Submittal. 


	Figure
	Search Processed Submittals 
	5. 
	5. 
	5. 
	Click on Agency Attachments tab. 

	6. 
	6. 
	Click on the eye icon to preview THE Decision Letter. 

	7. 
	7. 
	Download the form by clicking on the letter and pressing Download. 


	Figure
	Click Agency Attachments and Download Decision Letter 







