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This process describes how an applicant can request
authorization from the designated representative to
create and submit an Offset Notice Response Form
on their behalf.
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INTRODUCTION

Aperton

=+ ] ETS Home

-1 About ETS In this module you will learn how to:

-] Contacts

D Request Status . . .

-] Crown Mineral Activity » submit the request for authorization:

-] Unit Agresment Exhibit A » complete Offset authorization request
- Encumbrance » check the status of your request

D Response Form

----- | ) Authorizations

» authorize the request:

D Werk In Progress » concur
-] Account > rEjeCt
- Encryption » revoke

-] User Training
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AUTHORIZATION - LOGIN

Electronic Transfer System

User Name:

s A(b@rbﬁj

[J Save my user name =] ETS Home

AICPA, |

Login

got Password/Reset Password

1. Login to ETS with E
your user name and -
password =-(C]) Offset
B-[C] Account

[+-[_ ] Encryption
-[ | User Training

3. Select
Authorizations
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REQUEST AUTHORIZATION

Authorization

[ show Approved

Request Number: [ ] & show Concur 2. Select the
Offset Notice Mumber: I:I V] Show Pending Req uestin g
Agreement: I:I [ show Granted

Diate: From I:I To l:l [[] show Rejected Com p an y

[ show Revoked

| search | | Request Authorization |

Request Authorization

Requesting Company: |p@\E|C COMPANY bl

Contact Information

1. CI|Ck Request |Johnalynne Hebert v|
Authorization 3. Enter Contact First Name: |Johnalynne |
il’lfOI‘mation Last Name: |Hehert |

Phone: [(123) 456-7890 | Ext | |

Fax: |(__)_ -
Email: |juhnalynne.hebert@gov.ah.ca |

By checking the Offset Motice Payor Role box, you assume the financial responsibility.

Offset Notice Number
| Add Offset Notice Number |

| Submit | | Close |

, You may either select an existing contact from the drop down list or enter a new contact information.
& If the contact exists, the information will auto populate.
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REQUEST AUTHORIZATION — ADD OFFSET NOTICE NUMBER

Request Authorization

Requesting Company: |AEIIC COMPANY V|
Contact Information
[30hnalynne Hebert v

First Name: |Jchnal\tnne |

Last Name: |Hehert |

Phone: [(123) 456-7850 | Ext | |

Fax:

Email: |j|:|h nalynne.hebert@gov.ab.ca |

Search by Offset Notice Number
By checking the Offset Notice Payor Role box, you assume the financial responsibility.
i 2041200F
Offset Notice Number
| Add Offset Notice Number |
ﬁit | | Close |
( 2. Enter the
1. Click Add Offset Notice
Offset Notice Number
Number to select

the offset

\ \\

3. Click Search

Search || Reset || Close |
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REQUEST AUTHORIZATION — ADD OFFSET NOTICE NUMBER - CONTINUED

Offset Notice Found

H Offset Notice Agreement Designated Representative
E 2041200F 001 4891 ABC COMPAMY
4. Click the check
box Request Authorization
5' C“Ck Requesting Company: |ﬁ.EIC COMPAMNY V|
OK
Contact Information

|Johnalvnne Hebert v|
I ]

7. Enter the Attention Name
for this Offset, if available.
L This is an optional field.

=t Motice Payor Role box, you assume the fi

Payor Role, if applying
for Payor Role.

[ 6. Check Offset Notice

Offset Notice

Number AgreementNumber

2041200F 001 0000004891

DEF COMPANY

| Add Offset Notice Number |

| Submit | | Close |
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REQUEST AUTHORIZATION - SUBMIT

Request Authorization

Requesting Company: |F\EIC COMPANY V|

Contact Information
[Johnalynne Hebert v|

First Name: |J0hnalvnne |

Last Name: |Hehert |

Phone: |(123) 456-7690 | Ext | |

Fax: |(__J)_ -
Email: |jnhnalynne.hebert@gov.ah.ca |

By checking the Offset Notice Payor Role box, you assume the financial responsibility.

Offset Notice Number

Designated Offset Notice
Representative Payor Role

Oiffset Notice
Number

AgreementNumber

2041200F 001 0000004891 DEF COMPANY ¥ | p .4

Add Offset Notice Number |

Submit | | Closze |

Request Authorization

1. Click Submit
Following authonzations have been submitted.

Request Number

445044

2. Click Close
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REQUEST AUTHORIZATION — CHECK STATUS

2. Enter search

‘A/tb-@fbﬁ_. Authorization Parameters

") ETS Home Show Approved
-] About ETS Request Number; I:I Show Concur
-] Contacts Dffset Motice Number: I:I Show Pending

= — I v
[#-_] Crown Mineral 1. Select Agreement: Show Granted

-] Unit Agreement|  AUthOrizations  |Pate: from [ ] o[ ] [ ] show Rejected

[#-_] Encumbrance [ | show Revoked

=[] Offset . \
: D Respo 3. Click Search J |75:Eard1 | | Request Authorization |
D Autho Company Approved Authorizations
t[ ] Work In Progress Req (]ffs-: MNotice
uest
-] Account e
t-23 Encryption 434366 ‘2190553H ‘nm 0000023757 ‘AELC COMPANY ‘ 2020/09/21 ‘

-] User Training

Granted Authorizations

Offset Notice Agreement . Effective
Request | o er Number Authorized Company e ]
434366 ‘ZIQDEEBH ‘UDI 0000023757 ‘ ABC COMPANY ‘ 2020/09/21

Pending Authorizations

Offset Notice Agreement

HETILERS Number Number

Authorized Company

445044 ‘2[]4121]1]F ‘Uﬂl 0000004891 ‘ DEF COMPANY

[ Search result.
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REQUEST AUTHORIZATION — STATUS DEFINITIONS

Approved
The Designated Representative has concurred the offset authorization request.

Pending

The authorization request is submitted but the Designated Representative has not yet Approved nor
Rejected the offset authorization request.

Concur
The authorization request is submitted by the applicant but is not yet concurred by the concurrer.

Granted
Shows which authorization requests have been concurred.

Rejected
The Designated Representative has rejected the offset authorization request.

Revoked
The Designated Representative has revoked a previously concurred (approved) authorization request.
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REQUEST AUTHORIZATION — EMAIL NOTIFICATION SAMPLE

ETS sends an email notification advising the authorizing company
that there is an authorization request(s) that is available for
concurrence.

Offset Authorization

To Johnalynne Hebert

Please sign on to the ETS (Electronic Transfer System) website, available through the Department of Energy's main site, and concur to request number 445044 with account EA0836 JOHNALYNNE.

Please do not reply to this EMail. If you have any further questions or concerns please contact ets@gov.ab.ca
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REQUEST AUTHORIZATION - CONCUR

Moerton

Authorization
[=-[_] ETS Home 5 Click ] show Approved
. |
-] About ETS 1. Select Request Number: Searc(::h [l Show Concur
-] Contacts Authorizations | | Offset Notice Number: V] show Pending
-] Request Status Agreement: | show Granted
= D Offset Date: From To I:I [ show Rejected
D Response Fo [ ] show Revoked
D Werk In Progress | sdarch | | Regquest Authorization |
7 A nt
E g Eomu ti Concur Authorizations
- ncryption Offset Notice Agreement i
Request Requesting Company
[ User Training Number Number

445044 |2041200F

434361 |2180025D

AICPA ;

Offset Notice

Apianeian g

Request

Number

434361 |2180025D

ABC COMPAMY

001 0000004851

Concur
Concur

004 0495100353

ABC COMPANY

Pending Authorizations
ﬁﬁ;nrmt Authorized Company

004 0495100353 GHI COMPANY

Search results.
The Concur Authorizations
section displays the
requests to Concur.
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Request Number: 445044 Authurizal:iﬂ'l Request
Concurrence: \
| Submit | | Close \\
_Hbertom
Temurz ‘. ELECTRONIC TRANSFER SYSTEM September 21, 2020
9945 - 108 Smreer OFFSET AUTHORIZATION 31923 PM
Edmonton, Alberta, TSE 2G6 ETS # 445044

Requesting Company

. . Company Name: ABC COMPANY
The Authorization Request report . Tohaslyaze
is in .PDF format and shows the Last Name: Hebert
. . . Phone: 123) 456-7880
details of the authorization o o 420 2a00
request for your review. Email: jolmalynne hebertidgov.ab.ca
Offset Notice
Orifset Notice Number: 2041200F
Agreement Number: 0000004891
Aszreement Type: ool
Accept Pavor Fole: Tes

Aurhorizing Company

Company Name: DEF COMPANT

44+ End of Repart 4+*
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REQUEST AUTHORIZATION — CONCUR AND SUBMIT

Concur Authorization

Request Number: 445044 Authorization Request
Concurrence:

Yes

Mo

1. Click the

dropdown and
select Yes

Request Mumber: 445044 Authorization Request
Concurrence:
Submit | | Close

3. Click Close
2. Click Submit

Request Number:
Concurrence: Yeg W

Authonzation Request

Submit

Upon submission of the request, ETS sends an email to the applicant advising that the concur request is completed.
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REQUEST AUTHORIZATION — REJECT AND SUBMIT

Concur Authorization

Regquest Number: 434361 Authonzation Request
Concurrence:
Yes
Mo
| Submit | | Close
1. Click the
dropdown and
select No Concur Authorization
Request Mumber: 434361 Authorization Request
Concurrence:

Comments
F
\
2. Enter Comments |
for rejecting the
authorization request —— H Close
3. Click Submit

Upon submission of the request, ETS sends an email to the applicant advising that the request has been rejected.

=]
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REQUEST AUTHORIZATION — REVOKE

,A’tbm—- Authorization

=] ETS Home

s

:S 22;:5 Aut%\.o?iezlaegg ns 2. Select your M show Approved
[ Request Status S [ parameters. V] Show Concur
-] Offset Offset Notice Number: I—\ M Show Pending
. D Response Form Agreement: I—‘ ] Show Granted
A 3.Clicksearch | L1 T[] ClshonReiecs
#-[_ ] Account [ show Revoked
"] Encryption

-] User Training

Offset Notice
Number

Request

445044 |2041200F 001 0000004891 ‘ ABC COMPANY

Click Revoke

Upon selecting “Revoke”, ETS sends an email to the applicant advising of the request that has been revoked.
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CONCLUSION

&/yﬁa talations/

You have completed the
Offsets Authorizations

Online Training Course (
Please proceed to the subsequent modules
detailing other functionality of Offset.
If you have any comments or questions on this training course,

please forward them to the following email address:

WellAdmin.Energy@aqov.ab.ca



mailto:WellAdmin.Energy@gov.ab.ca
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