Non-Fee Hearings Document Filing Procedure

There is one operator administrator (OPAdmin) for every registered operator. The OPAdmin has
the authority to grant access for operator users (OPUser) or operator legal (OPLegal).

Please note that OCD staff does not issue or reset passwords. The user must follow
“Reset/Forgot Password” steps to reset their password when they receive an email with
instructions. If a username is locked, the user can wait an hour for the account to automatically
unlock or contact their OpAdmin, who has the authority to unlock the account.

OpAdmin - can submit any permit/application including hearings documents and add/remove
OpUser and OpLegal permissions to new and existing users

OpUser - can submit any permit/application including hearings documents

OpLegal - can submit only hearings related documents (has different landing page and menu
structure)

Please see below for instructions regarding:
e OPAdmin Granting Access for New OPUser and OPLegal Users
e  OpAdmin and OPUser Non-Fee Document Submittal (page 4)
e OPLegal Non-Fee Document Submittal (page 7)

OPAdmin Granting Access for New OPUser and OPLegal Users

1. Sign-in to OCD Permitting:

Searches v  Operator Data +  Hearing Fee Applicatic

ICD Permitting

H

W _jcome to Electronic Permitting and Payment for the New Mexico Oil Conservation Division (OCD)

ojsubmit all fee application types except:

« Applications for an administrative hearing
« Applicati for a continuance of an ini: ive hearing
* You do not need to sign-in or have a user ID to access the Operator Data functions (Permit Status, Well List, Inactive Well List and C-115 reports)

2. You will have a drop-down menu with a list of operators you have permissions for:

OCD Permitting

Home > Sigmn in

Operator
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3. On the upper right corner click Administration tab>User Management>Modity Users:
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Searches

Operator Data v  Submissions v
OCD Permitting
ome

RecentActions

DraftActions inthe last month (4 ftems)
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19656 CONTINUANCE DRAFT oart9r021
19650 DRAFT 0a/192021
19649 REQ FORHEAR DRAFT 03192021
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5. Click Add New User:

OCD Permitting

Home > UserManagement > Wi fy Users

-”_““ Fre (commetneocoommn b oretes) “-
Edit

fentg Karen Zomes 3462015722 kzomes@ntglobal.com OPUser Remove
Edit msalv’ ez Marlene Salvidrez mariene salvidrez@state.nm.us (OPAdmin
Eat e ng Ryan Delong 817-652:6370 rdelong@tiusoil com opAdmin Remove
2 aneen Sharon T Shaneen 505.086-2678 sshaheen@montand.com OPUser, OPLegal Remove



6. Enter pertinent information and click Add User:

OCD Permittin g

Home > UserManagement > M wuUsers

User Information

Please enter a user nadie for this user

User MNama-

ise an existing username Iy ¢ want i grant seission D 3 comsutant L EMMmEeY, WO IS SISScl SN SCIVE WSeY, 10 Sct for your

Personal Information

Flease enter the NEW user's name. tith . and cffftact information

First Hama: FINST NEMS 15 rEGUISd for 8 mew Lsen
Middle Initial

Last Nams L5t name /s required for & new usen
Tile:

Phone Mumber:

Ermnail Addrnes . ETiSi i5 e ARG 1D DS SN I3 FESET FOUr PESTWONDS

Receive Emails

Flesse ssi=ct which autorglited emails 1 is persen should recsive:

Approval emais
Rejection emails

AcCess

Please sei=~ . si=iroles this person should haws:

St Mformation

7. Make sure to email new user the username and let them know they can set up their password
once they log into E-Permitting.



OpAdmin and OPUser Non-Fee Document Submittal

1. Sign-in to OCD Permitting:

Searches v  Operator Data +  Hearing Fee Applicatic

OCD Permitting

Home
Welcume to Electronic Permitting and Payment for the New Mexico Qil Conservation Division (OCD)

Sign-in to subr. it all fee application types except:

« Applications for an administrative hearing
« Applicati for a continuance of an ini ive hearing
* You do not need to sign-in or have a user ID to access the Operator Data functions (Permit Status, Well List, Inactive Well List and C-115 reports)

2. You will have a drop-down menu with a list of operators you have permissions for:

OCD Permitting
Home > Sign in
Operator
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3. On the upper right corner click Submissions tab>Cases & Hearings:

0OCD Permitting

pn

4. Select the type of document being submitted:

OCD Permitting

g



5. Click on the blue box (for this illustration, I have selected Entry of Appearance):

- OCD Pennitting

Home » Submissions » Cases & Hearings >  Entry of Appearance

Status: Drait Appli ation -

o et e e e e o
S —
New APPEARANCE Application

Enter information needed:

o More information is required before this application can be processed further.

Required ID(s) indicate: Case File Number required for submission.
Application attachments indicate: i

For requests for hearing and requests for i . only ane applicati se number can be submitted per fee application.

Submission Contact, Application, Fee and Payment Details

Attorney First Name: Marlzng Applcation Status: Draft Application
Attorney Last Name: Salvidrez _ .

Fiease cal (505) 470-3441 0r el 000 fEeSSaYe. A S f0F SUpor.
Email: markene. salvidrez@state. nm.us

Law Firm: Fee Amount: $0.00

Edit Submission Con Det;

€ Law Firm required for submission.

Application Details

Add Case File Number
) Case Fil= Number required for submission.

Method of submission

Upload Application:

4t Add Application Attachments

Application attachments indicate: Attachment(s) required to proceed.

Motice: It is your responsiblity to verify that your uploaded application and attachments are complete and attached successfully

- IF your LS IS SUGSESST Nd JOUT SPEWCaton cOniEnS Mhabke feids Use
« Iftha fizids in your fa]s) are not being populated SMer LENOSAING, W FECOMIMENT LSING FOur Siting SOMASME 10 Nalten or Festnc! ihe Saiting optons on your e
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6. Once pertinent information is entered click Submit to OCD:
OCD Permitting

Homs > Submizsions > Cases & Hearings >  Enfry ofAppearance >  Submit Appilcation

Submit Non-Fee Entry of Appearance (APPEARA {CE)

For requests for hearing and requests for conti only one numt recan be submitted per fee application

Submission Contact, Application, Fee and Payment Details

Attorney First Na

Fe . Amount: $0.00

Edit Submission Contact Detai

Application Details

Method of submission

Upiload Application:

Attachment Type (ffscription) Tap(s) Original Uploaded File Name

rance Case No. 21203 Entry of & Mar Law Firm,gdf (32 3 Kb Delet=
PReplacs File

4 Add Application m

Submitto OCD |) Delete



OPLegal Non-Fee Document Submittal

1. Sign-in to OCD Permitting:

SIGN-IN  HELH

Searches Operator Data Hearing Fee Applicatic

OCD Perr iitting

Home

Welco .2 to Electronic Permitting and Payment for the New Mexico Oil Conservation Division (OCD)

Sign-in to «, ubmit all fee application types except:

« Applicati for an admini ive hearing
* Applicati for a continuance of an ini: ive hearing
+ You do not need to sign-in or have a user ID to access the Operator Data functions (Permit Status, Well List, Inactive Well List and C-115 reports)

2. You will have a drop-down menu with a list of operators you have permissions for:

OCD Permitting

Home » Signin

Operator

Please select the Mnartoron ore ranracenting

| DEVON ENERGY PRODUCTIOR

3. Click File New on the bottom left corner of the screen:

MSALVIDREZ ( FOR DEVON ENERGY PRODUCTION COMPANY, LP)  SIGN OUT  HELP.

Searches v  OperatorData v  Administration

OCD Permittin

Home

Open Cases

.
21080

Sora 12:24 Fed Com 2121

2202020 21202020 Y

Open Reque ts.
I e S NS S O ™ N N

Recentt Zlosed Request




4. Select the type of document being submitted:

===

Hearing {any) before div .sion ; commission
{$500 fee required)

\ |

Continuance (any) b’ fore division ! commission
{5150 fee required)

Entry of Appearar ze

Motion to Dismi is (Uncontested)
Notice of Inte vention
Prehearing statement

Affidavit

Exhibit

Closing Statement

5. Click on the blue box (for this illustration, I have selected Exhibit):

OCD Permitting

Home » GSubmissions * Cases&Hearings »  Exhibit

Status: | Draft Application e

New EXHIBIT Application

Enter information needed

m

@) Moreinformation is required before this application can be processed further.
‘Regquired ID(s) indicate: Case File Number required for submission.
Appiication Sttachments indicate: Afschmant(s) required to proceed.

For requests for hearing and requests for continuance. only one applicationicase number can be submittad per fee application.

Contact, A ion, Fee and Pay Details

Atorney First Name:  Mariene Apghication Status: Draft Application

Name:  Salvidrez
) - Preasecal (S0%) 475-3441 or emS oCo. fReS@IEte. AT,
mariens ssividrez@state. nm.us

Edit Submission Contact Details
@ Law Firm required for submission.

Fes Amount $0.00

Application Details

[P ————
T eermer— e

Method of submission

Upload Apgiication:

. Application attachments indicate: Attachment(s) required to proceed.

ation and attachments are complete and attached successfully.

Notice: It is you to verify that your upicaded appl
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sumetea for review:
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6. Once pertinent information is entered click Submit to OCD:

OCD Permitting

Home » Submiselone » Casss & Hearmge » Exhibit » SubmitApplication

Submit Non-Fee Exhibit (EXHIBIT)

For requests for hearing and requests for continuance, only one application/case numb r can be submitted per fee application.

Submission Contact, Application, Fee and Payment Details

Attorney First Name Apphcat’ .n Status: Draft Application

Attorne; it Mame:

- Prassecal

TO-3447 oo

Ma: Fimn £ Amount: $0.00

Edit Submission Contact Details

Application Details
Case File Numie: 21203 Delete
Method of submission

Upload Apgplication

Attachment Type (Defieription) Tag(s) inal Uploaded File Name -

d Tag Case No. 21202 Exhibit Mar Law Firm.pdf (32.3 Kb} Replace Fie Delets

€ Add Application Attag] ﬂ




