Electronic Transfer System
Create Client Account & Maintenance

Government of Alberta

» The Site Administrator(s) for a company are
responsible for creating and maintaining Client User
Accounts. The Site Administrator(s) assigns levels
of access to ETS based on the role an individual
has within the company.

* Individual accounts (called Client User Account) are
To the ETS = Create Client Account & subsets of the Site Administrator Account(s). Each
. Client User Account is given access to Form Types
Maintenance (Type of Business you will be submitting) and

Online Trainin g Course assigned a Role that defines the required
functionality.

» Once the Client User Account is created, the
individual can logon to the secure ETS web site
using this new Client User Account login Id and
password.

» This new Client User Account must be
assigned a role which defines the
functionality that this account can access
while in ETS. This is designed to allow
organizations to delegate specific Business
functionality to certain accounts for different
forms in order to maximize the visibility of
secure information to those authorized to
view that information.
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Introduction

In this module, you will learn:

. ETS Login Steps

. ETS Home Page

. Create Client Account

. Client Roles Overview

. Assign Client Roles — Overview

. Assign Client Roles and Form Types

. Assign Client Account to a Group Coordinator
. Remove Client Role from an Assign Group
. Remove a Form Type from Client Account
. Edit Client Account

" Edit Client Account — Reset Password

" Edit Client Account — Delete Client Account
. Account Description

. User Profile Report

Course Pre-requisites:
. ETS Account Setup and Preferences (For Site Administrators)
. Password Reset
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ETS Login Steps

1. Enter your
Assigned ETS
Access ID

User Name:

Password:

[ | save my User name X 2. Enter your
AICPA . 5 Password

Forgot Password/Reset Password

3. Select the
Login Button

Support: Report problems or questions to Crown Land Data at (780) 422- 1395.@_‘1

ETS may be unavailable due to system maintenance on Friday after 4:30 p.m. until 6:00 p.m. Sunday.

If you reguire support with existing ETS accounts or setting up a new account, please contact
ETSAccountSetup@gov.ab.ca.

If vou reguire technical support with ETS, please contact ETS@gov.ab.ca.

Mote that technical support will only be available during business hours, so it is important to ensure the data
is submitted within the business hours timeframe: 8:15 AM - 4:30 PM Monday to Friday.

Bulletin
To contact PNG Sales with any issues please call their NEW help-desk
number 780 644-23005
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ETS Home Page
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Create Client Account & Maintenance
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After entering your ID and Password you will be taken to the ETS Home Page. On the left-hand side of the page will be the
menu tree displaying all the Form Types assigned to your account. On the right-hand side of the page the logged in User
information is displayed with the User’s password Expiry Date. Below this data is the Bulletin which displays all important
updates.

Aberton

=~ ETS Home

Ij About ETS

-] Contacts

Ij Request Status

-] Subseriptions

t-_] Land Searches

t-_] PNG Continuation

t-_ ] Agreement Management
t-_ ] Crown Mineral Activity
t|-_ ] Posting Request

t-_] Bid Request

t-_ ] Unit Agreement Exhibit A
t-|_] Transfers

tI-_ ] Freehold Mineral Tax
t-_| Correspondence

H-_] Qil Sands

H-[_] Encumbrance

H-[_] Mingral Direct Purchase
H-[_] Mineral Rovyalty Forms
H-_] Submit Forms

H-[_] Input Forms

H-_] Offset

H-[_] Account

H-[_] Encryption

H-[_ ] Reports

H-[_] Administration

.. ] User Training

Electronic Transfer System

Logged in User:

EAQO01

Your password will expire on May 17, 2020.

ETS may be unavailable due to system maintenance on Friday after 4:30 p.m. until 6:00 p.m. Sunday.
Bulletin
For Met and Ind Mineral Direct Purchase ONLY:

Any application requesting lands on a 30 day reserved area, are not eligible for request until after the 30
day date has expired.

Request would be deemed valid at 12:01:00 a.m. on the 31st day.
Last Update Feb. 21, 2019 at 03:30 PM

Map Displaying all Caribou Ranges in Alberta

Further to Information Letter 2016-34 Alberta Energy has prepared a map outlining all caribou ranges in
Alberta. Refer to http://www.energy.alberta.ca/AU/Services/Documents/CaribouRange_ForExternal .pdf

Last Update November 16, 2018 at 11:30 AM

Interim Posting Restriction in all Caribou Ranges

Alberta Energy is committed in establishing Alberta as Canada's leader in permanent protection of caribou
ranges. Effective immediately, an intenm restriction has been placed on the sale of mineral nghts within all
caribou ranges in Alberta. This restriction applies to petroleum and natural gas, oil sands, coal and metallic
and industrial mineral nghts. The restriction is expected to remain in place until stringent operating
practices have been defined, through directives or changes hn the Enhanced Approval Process Integrated

Standards and Coidalinas ar snan anneoesl AF tha snneane ranna nlan  Alharts Frarau infande +n racoma
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=] ETS Home
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-] About ETS

|:‘| Contacts

|:'| Request Status

-] Subscriptions

#-_ ] Land Searches

t--_] PNG Continuation

H-_ ] Agreement Management
£~ Crown Mineral Activity
+-_ ] Posting Request

H-_| Bid Request

H-_ ] Unit Agreement Exhibit A
H-_ ] Transfers

t-_ ] Freehold Mineral Tax

(1] Mineral Royalty Forms |1 galact
+-_] Submit Forms
£-_ ] Input Forms
£~ ] Offset
=] Accou

+-_ ] Encryption
H-_| Reports

£-_ ] Administration
-] User Training

+-_ ] Correspendence

H- ] 0il Sands

t-_ ] Encumbrance

H-__] Mineral Diract Purchase
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Create Client Account

*Client Account Mame (maximum length is 13 characters):

*Password (12-127 chars):

*Repeat Password:

[) Preferences
i) Description

[} change Password

*First Name:

*Last Name:

*Phone Number (999) 999-9999:

*Email Address:

*Repeat Email Address:

) security Questions )
£ Client Accounts 2. Select Client
D Create Client Accounts

----- [ Edit Client

----- [ User Profil

3. Select
Create
Client

* - denotes Required Field

Fax Number (999) 999-9999;

| Submit | | Reset |

Government of Alberta

Only a Site Administrator can create a
Client Account. The following Client
Account detail information is required:

* Unique Client Account Name
(maximum of 13 characters)

» Password — See NOTE below.

* First Name (maximum of 20
characters)

* Last Name (maximum of 40
characters)

* Phone Number (maximum of 14
characters)

» Fax Number, optional (maximum of 14
characters)

* Email Address (maximum of 60
characters)

Submit: This button will validate the
information entered.

Reset: This button will clear all the fields
on the form.

NOTE: Review the Password Reset Module located on the Online Learning website at

2. https://training.energy.gov.ab.ca/Pages/Accounts%20In%20ETS.aspx for the Password prerequisites.

Continued onto next page
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Create Client Account - Continued

Create Client Account

7
# The Client Account Mame contains an invalid character(s). The Client Account
Mames must be between 2 and 13 characters and may not contain special
characters except hyphen.

\ * The passwords do not match

Once Submit has been selected,
- *Client Account Name {(maximum length is 13 characters): ETS will validate the information

John Smith .
— provided on the screen.

- *Password (12-127 chars): *Repeat Password: i
ssssssssssss sssssssssses If any error(s) are detected during the

validation, a message will appear at
the top of the page.

*First Name:
John

A will be displayed beside the
incorrect information relating to the
message(s) for correction.

*Last Name:
Smith

*Phone Number (999) 999-9999: Fax Number (999) 999-9999:

(780)555-1111 Once the correction(s) have been

*Email Address: made select the Submit button.
johnsmith@company.net

*Repeat Email Address:
johnsmith@company.net

* - denotes Required Field

| submit | | Reset |

Continued onto next page n
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Create Client Account - Continued

Create Client Account

After selecting Submit on the
previous page, ETS will validate
the information again and the

Confirm Client Account Creation

T T TONTE Create Client Account will
_ populate if no errors occur.
Contact Information Review the information on the
Name: John Smith screen for accuracy and select
) Create Account if the information
Phone Number: GEllEnEi L is correct. If changes are required,

Fax Number: select Cancel and the system will
take you back to the Create Client

Email Address: Jjohnsmith@company.net .
Account input screen.

| Create Account | | Cancel |

NOTE: The Client Account Name entered on the input screen has now been created with the prefix of the
=  Company’'s ETS Account Number. Example: ETS Account Number EA0331 and Client Account Name entered into
the Create Client Account Input Screen, becomes the new Client Account Name: EA0331_JOHNS
Continued onto next page n



Electronic Transfer System

Create Client Account & Maintenance
Government of Alberta

Create Client Account - Continued

Create Client Account

Client Account Created.

The client account has been created.
You must now assign roles to this client using the "Assign Roles' menu option,

After selecting Create Account the above screen populates confirming
the Client Account has been created.
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The security model used within the ETS
web site is enforced by the Roles that are
ABC Company ; ;
ETS Account Site Administrator aSSIgned to a Client Account for a

ROLES specific Form Type. The Site
ViEner Coordinator Administrator(s) assigns the roles within
Creates

the organization to control Client
Account functionality.

Creator

Submitter

In order for a Client Account to access a
functionality within the ETS web site, the
Site Administrator(s) must first assign the

corresponding Role(s) to the Client
Client Client Client

Account Account Account Account. Roles will vary according to the
(Joe) (Mary) (John) Form Type
is is
assigned assigned

The Form Types that are made available

@ @ to the Site Administrator Account(s) can
ROLES be changed by submitting a new ETS

CH— (ord Retramst Roles: o Account Setup Change Form.
() Submitter_ Roles
l;g;li\%spﬁ;?ﬁt NOTE: The ETS Account Setup/Change
.. Form can be downloaded from the ETS
@ <@ Support and Online Learning website:
R s Roles: https://training.energy.gov.ab.ca/Pages/Ac

(Bid Request) oo Reviewer & counts%20In%20ETS.aspx under the

(Electronic Transfer) menu section, Accounts (ETS)

Administration.

Continued onto next page n
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Client Roles Overview - Continued

A Client ID represents the Department of Energy ID that will be used when submitting requests. By
default, the Client Account will have access to all Client IDs that have been associated with the Site
Administrator Account. However, individual Client IDs can be added to the Client Account.

Client ID(s) must be assigned to the selected Client Account when adding Roles for the following Form
Types:

* Bid Request

» Debit Remittance

» Electronic Assignment

» Electronic Transfer

* OASIS - OSR Project Application Request
* PNG Continuation Documents

* PNG Continuation Authorization

* PNG Continuation-Continuation

* PNG Continuation-Expiry Reinstatements
* PNG Continuation-Third Party

* PNG Continuation-Validation

» Posting Request
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Assign Client Roles - Overview
L ETS rome

-] About ETS
S E:““fmt The following functions are
ue us . . .
-0 Land Search available on the Assign Client
m arches Select Client Account: EA0331_JOHNS -- <johnsmith@company.net= .
(] PNG Continuation Roles screen:
+-_ Agreement Management Select Form Type: Bid Reguest
(] Crown Mineral Activity * Add a Role to a Client
-] Posting Request Select Roles: ACCO u nt
. Role Description
e Bid Request The client Il Bid Ry ts within thei d
& Cli can see all Bl EQUESTS WITNIN TNEIF Company an
[+ Unit Agreement Exhibit A [] | coordinator | re-assign requests as neoes::lary unless limited by csrla?rn ° Remove a ROIe from a
(-] Transfers group -
-] Assignments [] | Creator The client can create Bid Requests in the system CI | ent AC cou nt
[+_] Freehold Mineral Tax [] | Submitter The client can submit Bid Requests to the Department . .
-] il Sands 7 | viewer The client can only view Bid Requests that have been * Add aClientID to a Client
[+ Encumbrance assigned to them AC cou nt
[+ ] Mineral Direct Pur
-0 Offset 1. Select JR— « Remove a specific Client ID
- Account Al vt from a Client Account
i[ ] Preferences . .
D Description > Select Selected From List
: Select Client 1ds ; ; ,
() Change password | Client * Assign Qllent Account’s to
) Security Questio Accounts Currenty Selecte: a Coordinator Group
E-C] Client Accounts
i-[] Create Client
[ Assign Roles
[ Edit Client -
----- [ user Profile Report =
#-_] Encryption
[+ Reports

-] User Training .
Continued onto next page n
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Assign Client Roles Overview — Continued

Assign Client Roles

» Select Roles - A Client Account may have
Select Client Account: [EA0331_JOHNS — <johnsmith@company.net> multiple Roles for a specific Form Type. Clicking
on the box(es) next to the Role(s) will assign the
Role to the Client Account.

Select Form Type: Bid Request

* Assign Group - Assign Group function becomes

The client Il Bid R ts within thei d . . . .
W@l e e e e available to certain Form Types such as Bidding
sree and OASIS. Only a Site Administrator role(s) is
[] | Creator The client can create Bid Requests in the system . .
allowed to perform the Assign Group function.
[] | Submitter The client can submit Bid Requests to the Department
[ | viewer e oy View Bid Requests that have been » Assign/Select Client ID - By default, the Client

Account will have access to the All Available
option, which grants access to all Client IDs that

- have been associated with the Site Administrator
Account(s). Certain Form Types (i.e., Bidding
Request, Posting Request, etc.) require a Client ID

Assign Client Id:
All Available

® Selected From List
Select Client Ids

3012211 001 Add to be assigned to a Client Account. To add a

803-5650 001 - il & Gas Company . H H n n

809-1554 001 -  Deep Well Company client, select a Client ID, then click on the "Add
button.

Remove

Save
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Assign Client Roles and Form Types

=[] ETS Home

-] About ETS

-0 Contacts Assign Client Roles

D Request Status

t-[] Land Searches Drop
H-_ ] PNG Continuation Down
+-_ ] Agreement Management
+-[_] Crown Mineral Activity
£ ] Posting Reguest

H-_ ] Bid Request

37 Unit Agreement Exchibit & Select Form Type: Crown Mineral Activity Application
H-[_ ] Transfers

H- ] Assignments

+-_] Freehold Mineral Tax
H-_ ] Qil Sands

t-_ ] Encumbrance

+-_ ] Mineral Direct Purchase
H-_ ] Offset

=] Account Viewer The user can view all applications in the system

----- [} Preferences

Select Client Account: EA0331_JOHNS -- <johnsmith@company.net=

Check
the Role
to be

assigned

Select Roles:

[] Creator The user can create a new application in the system

] Submitter The user can submit an application to the department

|:'| Description
D Change Password

----- [} security Questions Save

EI[:] Client Accounts . . . . .
L[ Create Client After the Client Account is create you will need to Assign Client Roles and Form

..) Assign Roles Type(s) to the Client Account. Select the Client Account by using the drop down

|] Edit Client arrow and then select the Form Type using the other drop down arrow. Once the

----- a User Profile Report Form Type has been selected, the Select Roles for that Form Type will populate on
{1 Encryption the bottom of the screen. Check off the Role type the Client Account will require for

w3 Reports the Form Type. Select Save.
-} User Training

Continued onto next page n
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Assign Client Roles and Form Types - Continued

Assign Client Roles

This example is showing Multiple Roles on a
Select Client Account: EA0331_JOHNS -- <jechnsmith@company.net= i Form Type and aSSIQnIng A“ Avallable Cllent
IDs to the Form Type, then selecting Save.

Select Form Type: Electronic Assignment |
Select Roles:
. . Assign Client Roles

SR () T —

Creator The client can create an Assignment in the system

Reviewer The client can submit an Assignment for Concurrence

Select Client Account: EA0331_JOHNS — <johnsmith@company.nets>

Assign Client Id: Select Form Type: Electronic Assignment

®) all Available ¢

<

Select Roles:

() Selected From List

Concurrer The client can concur an Assignment
Creator The client can create an Assignment in the system
Reviewer The client can submit an Assignment for Concurrence

A

n Client Id:
O all Available
. . i 3 Selected From List
This example is showing Multiple Roles on a Select Client Ids
Form Type and assigning Client ID(s) from the B
dropdown Selected List to the Form Type, then

809-1554 001 - Desp Well Company
selecting Save.

Remove Client Id

n
Continued onto next page
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Assign Client Roles and Form Types - Continued

Assign Client Roles

Select Client Account: EAD331_JOHNS -- <jochnsmith@company.net=
Select Form Type: Crown Mineral Activity Application Data Saved SUCCGSSfU"y
screen will populate,
Select Roles:
select Ok.

Creator The user can create a new application in the system
] Submitter The user can submit an application to the department

Wiewer The user can view all applications in the system

| Data saved successfully

NOTE: When work is generated using a specific Form Type (example: Crown Mineral Activity Application),
= all Client Accounts with that specific Form Type will receive all email notifications associated with that
specific Form Type.
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Assign Client Accounts to a Coordinator Group

Certain Form Types allow the Site
Administrator(s) to assign the Coordinator
Role to a specified set of Client Accounts
within the company. When the Coordinator
Role is checked in the "Assign Client Roles"
screen, the “Assign Group” button will
become available.

Assign Client Roles

Select Client Account: EAD331 -- <Energy.AT_Support@gov.ab.ca=

Select Form Type: Bid Request

Select Roles:

The client can see all Bid Requests within their company and
re-assign requests as necessary unless limited by certain
group

&

Coordinator

1. Select the “Assign Group” button

&

Creator The client can create Bid Requests in the system

2. Select a Client Account from the Select
Client Account dropdown list.

Submitter

)

The client can submit Bid Requests to the Department

The client can only view Bid Reguests that have been
assigned to them

&

Wiewer

3. Click the Add button to update the Managed
Client Accounts List.

Assign Group

2. Select a
Client
Account

4. When done entering the Client Accounts to
be managed by the Coordinator, click the
Save button.

orm Type: Bid Request

Coordinator Account: EAO0331 -

Select Client Account:
EAD331_AGMTVIEWIULY
EAD331_COORDINATENEW
EAD331_COORDINATORNE
EAD331_CREATED

EAD331 EAD0331_CREATORNEW

5. If you do not want to continue click the
Close button to exit the screen.

Managed Client Accou
Client Account Name

EAN3531_COORDINATORM EADS31_NOTHING |Delete
-  |aosaicviewn , , NOTE: If a coordinator doesn't have anyone
Clients with coordinato EA0331_VIEWERNEW pned any client accounts will be A i R
Eoe Tt e e aeeoants. . assigned to their group, then that person is a
4. Save ? coordinator for the whole company within the

selected form type.
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Remove Client Role from an Assign Group

Assign Client Roles

» Select Roles - Remember to SAVE your changes
after removing the Client Role(s) from the currently

Select Client Account: EA0331_JOHNS -- <johnsmith@company.net= -
selected list.
Select Form Type: Bid Reguest
Select Rol » Assign Group - Removing a Coordinator Role for
oles: - 0 - - 0
e S certain fprm types (i.e., Bidding, OAS!S, etc.) will
The client can see all Bid Requests within their company and aUtomatlca”y remove the GrOUpS aSSIQned to the
Coordinator re-assign reguests as necessary unless limited by certain Coo rd | nator Ro | e.
group
Creator The client can create Bid Reguests in the system

» Currently Selected - Certain Form Types require a
Client ID to be assigned to a Client Account.

&

Submitter The client can submit Bid Reguests to the Department

The dient can only view Bid Requests that have been
assigned to them

Y]

Viewer

Assign Client 1d:
All Available
® Selected From List
Select Client Ids

803-5650 001 - Oil & Ga: L.

Currently Selected:
Remove Client Id

801-2211 001 - ABC Company Ltd.

Remove

23S Continued onto next page n
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Remove Client Role — Continue

Assign Client Roles .
To Remove a Role(s) from a Client Account, the

1. Select 2. Select following are the guidelines:
Client Account Form Type

Select Client Account: EA0331_JOHNS -- <johnsmith@company.net= 1. A C“ent Account must be seleCted'

s R P Fi d Raquest 2. The appropriate Form Type must be selected.

I oles: . .
T 3. If the currently selected Client Role(s) is no longer

The dlient can see all Bid Requests within their company and required, the check mark in the checkbox next to the
Coordinator re-assign requests as necessary unless limited by certain Client r0|e(s) ShOUId be removed_

group
[ | creator The client can create Bid Reguests in the system B . )

N 4. If currently selected Client ID is no longer assigned to
ter | The lient can submit Bid Requests to the Department the Form Type, the check mark in the box next to the
Viewer Ihe ;ﬂrj::;ttga;:;'y view Bid Requests that have been Client ID should be removed. Remember to click on

u the Remove button.
3. Blank

Assign Client Id: Check Box 5

All Available

. Be sure to click on the Save button to save changes.

® Selected From List
Select Client Ids

803-5650 001 - Oil & Gas Lid.
Currently Selected: NOTE: Ensure to click on the Remove button
&= Dbefore Save.

4. Blank
Check Box
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Remove a Form Type from Client Account

Assign Client Roles

To Remove a Form Type from a Client
Account, the following are the guidelines:

1. Select
Client
Account

LI EAI331 JOHNS ——_<johnsmith@company.net > 1. Select Client Account from the dropdown

Select Form Type: Agreement Cancellation Report
2. Select Form Type from the dropdown

Select Roles:
. Uncheck the Form Type
The client can retrieve files published by the Department for this form type.

4. Save

Assign Client Roles

Select Client Account: EA0331_JOHNS -- <johnsmith@company.net=
Select Form Type: Agreement Cancellation Report
3. Uncheck
Select Roles: Form Type
Ry’ ———

| T| Retriever The client can retrieve files published by the Department for this form type.

4. Save
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Edit Client Account

(=] ETS Home

Edit Client Account

-] About ETS

-[) Contacts

D Request Status
-1 Land Searches

&-_ ] PNG Continuation

#-[_] Agreement Management
[+~ Crown Mineral Activity
[+-[_] Posting Request

-[_] Bid Request

-] Unit Agreement Exhibit &
-[_ ] Transfers

-] Assignments

[~ Freehold Mineral Tax
-1 0il Sands

&-_] Encumbrance

[+-[_] Mineral Direct Purchase
E-] Offset

=[] Account

D Preferences
I:'I Description
D Change Password

----- [ Security Questions

B[:j Client Accounts
D Create Client
D Assign Roles
() Edit Client
D User Profile Report
-] Encryption
-] Reports
-] User Training

Select Client Account:
EAD331_JOHNS -- <johnsmith@company.net>

Action:
(®) Edit dlient account details
) Reset password
() Delete diient account

*First Name:
John

*Last Name:

Smith

*Phone Number (999) 999-9999:
{780) 555-1111

*Email Address:
johnsmith@company.net

*Repeat Email Address:
johnsmith@company.net

Business Area:
| v

* - denotes Required Field

Fax Number (999) 999-9999;

Client Accounts may be edited by the Site Administrator(s).

The Administrator(s) may:

Edit the Client Account Details,
Reset the Password, or
Delete the Client Account.

Continued onto next page n
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Edit Client Account - Continued

=-_] ETS Home

~[] About ETS

-] Contacts

|:] Request Status
H-[_ ] Land Searches
K- ] PNG Continuation
t-_ ] Agreement Management
H-[_ ] Crown Mineral Activity
H-_ ] Posting Request

H-_ ] Bid Request

t-_ ] Unit Agreement Exhibit A
t-[_ ] Transfers

H-_ ] Assignments

t-_ ] Freehold Mineral Tax
t-[ ] il Sands
H-_ ] Encumbrance
t-_ ] Mineral Di
-] Offset
=] Accou
|:] Preferences
--[) Description 2. Select
|:] Change Password Client
|:] Secunty Questio Accounts
BD Client Accounts

----- [ create Client

1. Select
Account

|:‘| Assign Roles 3. Edit

U Edit dlentw
i ] User Profile Report

(-] Encryption

-] Reports

-] User Training

Electronic Transfer System

Create Client Account & Maintenance

Edit Client Account

Select Client Account:
EAD331_JOHNS -- <johnsmith@company.net=

Action:

E‘J Edit client account deﬁils'

) Reset password

) pelete dient account

*First Name:
John

*Last Name:

Smith

*Phone Number (999) 999-9999:
(780) 555-1111

*Email Address:
johnsmith@company.net

Fax Number (999) 999-9999:

*Repeat Email Address:
johnsmith@company.net

Business Area:

v]

* - denotes Required Field

=

Government of Alberta

To edit the Client Account
use the dropdown arrow
and select the Client
Account you want to Edit.
Select the “Edit Client
Account Details” button.
This will enable you to
make the following
changes to the Client
Account.

Edit:

» First Name

e Last Name

* Phone Number

* Fax Number
« Email Address

Select Submit to save the
changes. A screen will
populate stating the client
details have been
successfully updated.

Continued onto next page n
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=-_] ETS Home
~[] About ETS
|:] Contacts
|:] Request Status

t- ] Land Searches

t- ] PNG Continuation

t-_ ] Agreement Management
t-[_ ] Crown Mineral Activity
H-_ ] Posting Request

H-_ ] Bid Request

t-_ ] Unit Agreement Exhibit A
t-[_ ] Transfers

t-_ ] Assignments

t-_ ] Freehold Mineral Tax
H-[ ] il Sands
t-_ ] Encumbrance

|:] Preferences

|:‘] Description

|:] Security Questio
-7 Client Accounts

----- [ create Client

(-] Encryption
[+-_] Reports
-] User Training

1. Select
Account

Edit Client Account

Select Client Account:
EAD331_JOHNS -- <johnsmith@company.net=

Action:
() Edit dient account details
('* Reset password |

() Delete dient account

New Password:

Repeat New Password:

| submit || Reset |

Government of Alberta

4. Select
Client

2. Select

|:] Change Password Client
Accounts

Please select a password that meets all of the following criteria:

=

s is at least 12 characters and no more than 127 characters.
s does not contain your account or full name.
« contains at least 3 of the following 4 groups.

. o English upper case characters (A through Z).
':' Assign Roles 3. Edit o English lower case characters (a through z).
-0 Editdie”tw o Numerals (0 through 9).

i) User Profile Report o Mon alphabetic characters (such as !,$,#,%).

To reset a password on a
Client Account, select the
“Reset Password” button
on the Edit Client Account
screen. Using the drop
down arrow select the
Client Account for which
you want to Reset the
Password.

On this screen the user will
be required to enter the new
password twice. The
password needs to conform
to all the password
complexity and history
requirements already
implemented in ETS, then
select Submit.

NOTE: Ensure you have
reviewed the module, ETS
Password Reset located at
Accounts (ETS)
Administration-Online
Learning website at:
https://training.energy.gov.a
b.ca/Pages/Accounts%20In
%20ETS.aspx

Continued onto next page n
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Moerton

Edit Client Account-Reset Password - Continued

Edit Client Account Once the password is

=-_] ETS Home

[ | About ETS )
[ Contacts submitted and changed
-] Request Status Select Client Account: successfully, it will be
-] Land Searches EAD331_JOHNS - <johnsmith@company.nct= active for 360 days and
s+ NG Continuation Adtion: _ then a reminder notification
is (3] Agreement Management YT will be sent to the user
-] Crown Mineral Activity ® Reset password
[+-[_] Posting Re st H .
B g R ) ekt it s NOTE: ETS will not allow
&£ Unit Agreement Exhibit A = the reuse of the last ten
&5 Transfers New Password: passwords on your
(] Assignments Fkkkdkkddkkokkdok account, nor the use of
[#-(_] Freehold Mineral Tax Repeat New Password: more than two Sequentia|
tl-g oil San:s AR characters from your User
[#-__] Encumbrance
Account/User Name.

-] Mineral Direct Purchase
-] Offset :|Re“’t
=] Account

|] Preferences

D Description

..} Change Password Edit Client Account

|] Secunty Questions
BD Client Accounts

[ Create Client Client Details Updated.
D Assign Roles The cdlient details have been successfully updated. The changes will take effect immediately.
[ Edit Client

-] Encryption
i+-(] Reports

-] User Training Continued onto next page n
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Edit Client-Delete Client Account- Continued

=-_] ETS Home

[ | About ETS

-] Contacts

|:'| Request Status
H-[_ ] Land Searches

H-_ ] Posting Request
t-_ ] Bid Request

t-[_ ] Transfers
H-_ ] Assignments

t-[ ] il Sands

t-_ ] Encumbrance
t-_ ] Mineral Di
-] Offset
=] Accou
D Preferences
D Description

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

D Change Password Client
D Secunty Questio
=] Client Accounts

----- [} Assign Roles

4. Select
Client

Edit Client Account

H-(_ ] PNG Continuation
t-_ ] Agreement Management
H-[_ ] Crown Mineral Activity

t-_ ] Unit Agreement Exhibit A

t-_ ] Freehold Mineral Tax

1. Select
Account

2. Select

Accounts

----- [ create Client

3. Edit

..... Edit Client i
-0 = Client
i ] User Profile Report

Select Client Account:
EA0331_JANEDOE -- <janedoe@sample.net= l

Action:
() Edit dlient account details

() Reset password

l@ Delete client account I

| Submit || Reset |

To remove a Client Account, select the client from the dropdown box and
then select Delete Client Account from the Action items. Once you have
completed these actions select the Submit button to delete the Client
Account.

Continued onto next page n
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Edit Client-Delete Client Account- Continued

[ | About ETS

-] Contacts

|:'| Request Status
-] Land Searches Delete Client Account Warning
[+ PNG Continuation
i (] Agreement Management Warning: You are about to delete the client account for: EA0331_JANEDOE
(] Crown Mineral Activity ill till be able to vi st ts submitted by this dlient, h it will not be possible to log i

. ou wi 1 e anle View pa reques SUDMICe: I5 Client, mMowWeVEr, IT will n possIDlE To log in
-] Posting Request with this id. Are you sure you want to delete this client account?
[+-{_7] Bid Request
[£-_] Unit Agreement Exhibit A | Cancel |I| Delote Aocount | l
-] Transfers
(] Assignments Once you have submitted your request to delete the Client Account, the
(] Freehold Mineral Tax system will then populate a Delete Client Account Warning. Review the
& Oil Sands information on the screen to ensure you are deleting the chosen Client
&+ Encumbrance Account and then select Delete Account.
-] Mineral Direct Purchase
&3 Offset Edit Client Account
a[j Account
|] Preferences
D Description

D Change Password
|] Secunty Questions
=] Client Accounts Client Account Deleted.

----- [ create Client

-] Encryption
i+-(] Reports
-] User Training

Client Account Deleted will appear once the account has been deleted.




Aberton

Account Description

|:'| Request Status
--[:I Land Searches

&) PNG Continuation

--[:I Agreement Management
--[:I Crown Mineral Activity
[:I Posting Reguest

--[:I Bid Request

--[:I Unit Agreement Exhibit &
[:l Transfers

--[:I Assignments

--[:I Freehold Mineral Tax
-] Oil Sands
--[:I Encumbrance
--[:I Mineral Direct

EII:] Account

----- [ ) Preferences

D Descriptionﬁ 2. Select
.- | Change Password Description

Electronic Transfer System

Create Client Account & Maintenance
Government of Alberta

Account Description

Rale fssigrments

Filter by:
O Clisnt Account Mame [EADSE1 — =Energy AT_GupporlEaov.ab.cas v
'DFrerTg-ne Anreement Cancellation Ragpe e

e Rala

|:"| Secunty Questions
--|:| Client Accounts
[+-_] Encryption

-] Reports

-] User Training

Eheusbeze bl u L L — Lo
EAN331_COORDINATORNE il sends Supplemental Reporting Submitter L .
EAN331_COORDINATORNE 0il sends Supplemental Reporting iewer The DeSCprtlon Opt|0n
EAN331_COORDINATORNE Statement of account for Cilsands aclivities Relriever
EAD331_CREATED Agresment Documents iewer from the Account
EAN331_CREATED Bil:l Reguest ::re.an?r Menu aHOWS for the
EAD331_CREATED Bid Regquest Submitter . .
EA0331_CREATED Bidd Request Wigwer details of the Client
EAD331_CREATED Mineral - First Wiewer
EA0331_CREATED 0SR Praject Agplication Request Creator Accounts to be
EA0331_CREATED O5R Praject Applicelion Request Drelegate .

EAN331_CREATED Dil Sands Rayally Reporting Submilter displayed. It shows the
EAD331_CREATED 0il Sands Royally Reporting Wiewsr :

EAD331_CREATED il sends Supplemental Reporting Subrmitler Role Assi gnm ents of
EAD331_CREATED 0il sends Supplemental Reporting Wiewsr i

EAD331_CREATED Staterment of acceunt Tar Cilsands sclivities Relriever each Client Account
EA0331_CREATORMEW Bid Reguesl Crealor and the ||St|ng of
EAN331_CREATORMEW Mineral - First Viewar .

EAD331_CREATOR_OSRL Big Request Creator available contacts for
EAN331_CREATOR_OSRL Bid Request Subrmitler

EAD331_CREATOR_OSRL Bid Request Wiewer each Form Type

1. Select EA0331_CREATOR_OSRL Mireral - First Viewsar

Account EAD331_DD Bid Request Creator
EA033L_DOD Bid Reguesl Subrmitler :

EA033L_DD Bid Reguest Viewer The first screen to be
EA033L_DOD Mineral - Firsl Viewer

EA033L_DD 0% Client Reparts Viewer popula@ted undgr
EAQ33L_CD OSR Praject Anglicetion Request Coordinatar Description will show
EA033L_DD OSR Praject Application Request Creator .

EA0331_DD OSR Project Applicetion Request Dreleqale all the Client Accounts
EA033L_DD OSR Project Application Request Submitter .

EAO33L DD OSR Project Anplication Request Wiewer and their Form Types
EA033L_DD 0il Sands Royally Reporting Submitter .

EA0331 0D Dif Sends Rayally Reporting assigned to each
EAD33L_DD 0il sBnds Supplemental Reporting Submitter ;

EA033L_DD 0il sBnds Supplemental Reporting Viewar Client Account.
EAD33L_DD Posting Request Approver

EA033L_DD Posling Request Coordinatar

EAD33L_DD Posting Request Creator

Continued onto next page n
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Aberton

Account Description

Account Description

|:'| Request Status
--[:I Land Searches

@] PNG Continuation

--[:I Agreement Management
--[:I Crown Mineral Activity
[:I Posting Reguest

--[:I Bid Request

--[:I Unit Agreement Exhibit &
[:l Transfers

--[:I Assignments

--[:I Freehold Mineral Tax
-] Gil Sands

--[:I Encumbrance

--[:I Mineral Direct Purchase
EII:] Account

.- Preferences
D Description
|:"| Change Password

----- [ Security Questions

--|:| Client Accounts
[+-_] Encryption

-] Reports

-] User Training

Role Assignment
= Assignments 1. Select

Client

Filter by:

®) Client Account Name | EAD331_JOHNS — <johnsmith@company.net=

) Form Type Agreement Cancellation Report W
| Submit | || Reset |
Client Account Name Form Type Role
EAQ331_JOHNS Agreement Cancellation Report Retriever
EAD331_JOHMS Agreement Documents Viewer
EAOQ331_JOHNS Bid Request Coordinator
EA0331_JOHNS Bid Request fiewer
E&A0331_JOHNS Crown Mineral Activity Application Wiewer

Listing of available contacts and forms they are allowed to submit.

Form Type Contact Phone Number Email Address

Feedback Copyright © 1999 Government of Alberta

You can then Filter by Client Account Name by using the dropdown listing and

selecting Submit. This will display all the Form Types assigned to a specific Client
Account.

Continued onto next page n
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Account Description

|:'| Request Status
--[:I Land Searches

@] PNG Continuation

--[:I Agreement Management
--[:I Crown Mineral Activity
[:I Posting Reguest

--[:I Bid Request

--[:I Unit Agreement Exhibit &
|7 Transfers

--[:I Assignments

--[:I Freehold Mineral Tax
-] Gil Sands

--[:I Encumbrance

--[:I Mineral Direct Purchase
EID Account

----- [ ) Preferences

D Description
|:"| Change Password

----- [ Security Questions

--|:| Client Accounts
[+-_] Encryption

-] Reports
-] User Training

Electronic Transfer System

Create Client Account & Maintenance

Government of Alberta

Account Description 1. Select
Form Type
Role Assignments

Filter by:

Oclient Account Mame EAO0Z31 — =Energy.AT_Support@gowv.ab.ca el

®) Form Type [Bid Request

I

Clhient Account Nanwe Form Type Role
EAQD331 Bid Request Coordinator
EAD331 Bid Reguest Creator
EAQD331 Bid Request Submitter
EAD3Z1 Bid Reguest Wiewer
EADSS1_AGMTWIEWIULY Bid Reguest Creator
EANZ531_AGMTWIEWIULY Bid Reguest Submitter
EAD331_ALL Bid Reguest Wiewer
EAD331_BAS Bid Reguest Coordinator
EAD331_BAS Bid Reguest Creator
EAD331_BAS Bid Reguest Submitter
EAD331_BAS Bid Request Wiewer
EADNSS1_COORDIMATENEW Bid Reguest Creator
EADSS1_COORDIMNATORL Bid Reguest Coordinator
EAD331_COORDIMATORMNE Bid Reguest Creator
EAD331_COORDIMNATORME Bid Regquest Submitter
EA0SS1_COORDIMNATORME Bid Reguest Wiewer
EAD331_CREATED Bid Reguest Creator
EAQ331_CREATED Bid Reguest Submitter
EAD331_ CREATED Bid Reguest Wiewer
EADSS1_CREATORMNEW Bid Reguest Creator
EAD0331_CREATOR_OSR1 Bid Request Creator
EA0331_CREATOR_OSR1 Bid Request Submitter
EAD331_CREATOR_OSR1 Bid Request Wiewer
EAQ0331_DDr Bid Reguest Creator
EAQ0331_DD Bid Request Submitter
EAQ0331_DDy Bid Reguest Wiewer
EAD331_JOHMS Bid Request Coordinator
EAQ0331_JOHMS Bid Request Wiewer
EADSS1_MNOTHING Bid Reguest Creator
EAD0331_MNOTHING Bid Reguest Submitter
EAQ0331_ MNOTHING Bid Reguest Wiewer
EAD3Z1_SUBMITD Bid Reguest Submitter
EAQ0331_SUBMITHMEW Bid Request Submitter

You can then Filter by Form Type by using the dropdown listing and selecting
Submit. This will display all the Client Accounts assigned to a specific Form Type.
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User Profile Report

D Contacts 4, _Select
: Client Account

----- D Request Status

#-_] Land Searches -
-0 PNG Continuation User Profile Report
--I:l Agreement Management
I:l Crown Mineral Activity
|:| Posting Request

|:| Bid Request

|:| Unit Agreement Exhibit &
&= Transfers Client Account: All Client Accounts
[:I Assignments

[:I Freehold Mineral Tax
-] Oil Sands
[:I Encumbrance 1. Select
[:I Mineral Direct ) Account

Business Area: All Business Areas

Submit

2. Select
Create
Accounts

The User Profile Report provides a summary of the Client Account

D Security Questig/S information and is useful for client account maintenance.
=-[_7) Client Accounts
D Create Client

----- [ Assign Roles

Using the dropdown on the Client Account selection, you can run the Profile

.. Edit Client Report for all the Client Accounts with in your company on one report. Or,
+.[) User Profile Report the Profile Report can be run for each individual Client Account.

#-[_ ] Encryption

-] Reports 3. Select User

-] user Training |Profile Report Continued onto next page n
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ELECTRONIC TEANSFER SYSTEM Tuly 31, 2018

D Contacts CLIENT PROFILE REPORT 13791 B
D Reguest Status Busines: Area - All Busimess Areaz

[~ Land Searches

Contact Information
CLIENT ID: EAanail

I:l PMG Continuation First Name: AT Surnxmo: AT
Phons Mumber: 750 555 1212 Fax Nunber:
[_7] Agreement Management Busimpss Name:  ABC Company Ltd. sl Addross: 3becompanp@nstcom
[_ 7] Crown Mineral Activity T — . .
Eimest : I i 2019-06-19 3:52:23 PM - . .
) Posting Request The information displayed
Client Informa H H
[~7] Bid Request BA]I)' == Chemt1D Address ID Brusiness Fama Starm n the User PrOflle Report
: - 7 . . :
(7] Unit Agreement Exhibit A - o - s S aporstion A includes the Client's
Ann O and Gas . -
{0 Transfers = e . e o ana sn P Contact Information, Client
(0 Assignments s oo o B e " o Information, and their
Freshold Mineral Tax i
= ) . Form Types, User Roles
G Dll sands Uszer Robez and Permizzion: i .
3 Encumbrance = ) T and Permissions.
=71 Mineral Direct Purchase Anihoriics
Agreszment AGRAUTH Subziter
Agresment AGRAUTH Viewsr
=R Account Managamemt- Anthorization
: I:. Client ID for Agreement Management-Authorization
D Preferences BADD Clisas ID AddmasID  Busimes Nams
-] Description 'w
|:'| Change Password Agreszent Deramants AGREEMENT Viswar
B . Client I} for Agresment Documents
I] Secunty Questions BAID Clisat I Addres: D Business Name
=27 Client Accounts .
D Create Client Elscmezic Amigzman: ASSIGNMENT Concurres
R Elecmomic Amigzmen: ASSIGNMENT Crsatar
I] Assign Roles Electronic Awigmmant ASSIGNMENT Reviewsr
- - Client ID for Flectrozic Assignmest
D Edlt dlent BATD Clisnt I Address ID Business Name
[ ] User Profile Report an
-] Encryption Bid Roquast Bm Coardiastar
Coardinarer Group
[#-[_] Reports o
-] User Training EAN331_CODRDINATORNE

EA0331 AGMTVIEWIULY
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You have completed the ETS — Client Account Set up

and Maintenance Online Training Course

Please proceed to the subsequent modules detailing the functionality
contained within each module of the application.

To access Courses, Guides, Forms for all of your ETS Business
please see ETS Support & Alberta Online Learning at:

https://training.energy.qgov.ab.ca/Pages/Accounts%20In%20ETS.aspx

For information on your ETS account, please contact:

Alberta Energy and Minerals Crown Land Data
Phone: (780) 644-2300

E-mail inquiries: crownlanddatasupport@gov.ab.ca



https://training.energy.gov.ab.ca/Pages/Accounts%20In%20ETS.aspx
mailto:crownlanddatasupport@gov.ab.ca
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