Oklahoma Tax Commission
Gross Production Registration System
Instructional Packet

Within this packet you will find information regarding system registration, instructions
for filing the 320-A and 320-C, along with screen shots of the system. If at any time
during the registration process a user should need assistance, please contact the OTC
Webfile Support group at webfile@tax.ok.gov. Once registered, if assistance is
needed, please call the OTC’s Taxpayer Assistance Division at (405) 521-3674.
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Gross Production Home

Welcome to the Oklahoma Tax Commission's Onling Gross Production System. The Gross Production System provides
an interface for taxpayers to file Gross Production registration documents, as well as reporting documents and making

0g payments.
If you haven't registered yet, click here.

Did you forget your password? If so, click on the Log Inlink, then click here if you have fargotten your password "

If you have any guestion about this system please e-mail WebFile Support

Copyright ® 2009, Oklahama Tax Commission. Al rights resenved.
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Registration and Initial Login Instructions

Prior to using the system for the first time, each user will need to register and create a
unique login ID and password. By creating this information a user will be granted access
to the online system. Follow these steps to create a login ID and receive a temporary

password:

Registration (Exhibit 2)

e From the OTC website homepage at www.tax.ok.gov, select “Online Services” from

the menu on the left. From there, select the “Gross Production System” link. Once

you enter the system, click on “Register” found in the menu on the left.

Fill out all informational fields—required fields are marked with an *.
e Click on the Submit button when finished with filling out the form. The next screen

will show you successfully registered (Exhibit 3).

e Within approximately 30 minutes the user will receive an email with the login ID and

a temporary password. (Exhibit 4)

EXHIBIT 2

€ Gross Production System - Windows Internet Explorer

BN]i=]]% ]

@ L3> A \g https: | ez, okkax, onenet. net /GrassProduction/register. php

'l] % ‘ *2 | % | |so0gle

File Edit Wew Favorites Tools Help

v - G4~ [web Search - [G Bookmarks~ [®settings~ | @ Get 128 nowt #E2Mail ~ @My vahoo! + | Epews ~ [ Movies -

Google - ~| (Clsesrch - | 52 Sheatbiocked | S Check = o Auolink

- L] AutoRil B options &

T:F e [88 l = ] (& Gross Production System ] @ Gross Production Syskem 20 l 1

Eh' B @'g}’ﬁage' _’;‘;ETQOBv =

Online Gross Production System Registration

Welcome to the Online Gross Production registration page!

By registering here, you will be granted access to the Cnline Gross Production System. This does not, however, also

register you to file Gross Production Tax

Fields denoted with an asterist (%) are required.

Desired CustomerID * 7

Email *

7]
Email Confirmation™ 2 |
First Name = ¢

Middle Initial [
* 9 I

——

Last Name
Suffix

Address1* 7

Address 2
City* 7
State * 7
Zip Code™ 7
Telephone * 7

Extension

<| i}

T

(e.0. 405-555-1213)

IE]
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EXHIBIT 3
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Gross Production System
You have successfully registered with the Oklahoma Tax Commission's Online Gross Production System! You will soon
receive an email with your Login Id and a temporary password at the email address you provided. After you receive this
f email, please log into the Online Gross Production Home page with the Login Id and temporary password from the
Register - . . '
registration email. After logging in, you will be asked to choose a new password as well as a '‘password hint phrase' in
case you should ever forget your password. L
Remember, registering for the Online Gross Production System does nat also register you to file Gross Production Tax.
This merely allows you access to the web site.
Thank you,
WebFile Support
Oklahoma Tax Commission
webfile@oktax state ok us
Copyright ® 2009, Okishoma Tax Commission. All rights reserved
Security Statement | Privacy Statement | Feedback | OK.gov
I Online Gross Production System Registration - Message (Plain Text) [._HE]N
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From: " ‘Web File Support [webfile@okkax, skate, ok.us] Sent:  Tue 3f17/2009 3:08 PM
To: khaan@tax .ok, gov
o

Subject:  Online Gross Production System Registration

IYDu hawve successfully registered with the Oklahoma Tax Commission's Online Gross Production
System!
Tour registration information is as follows:

Customer Id: CustomerIDName
Temporary password: i4S5ewhi5

The password is case-sensitive, S0 ¥0u must Lype it in *exactly* as given or you will be unable
to log in. After logging in, you will be asked to choose a new

password as well as a 'password hint phrase' in case you should ever forget your

password. Please log in as soon as possible to choose your permanent password.

In your weh browser, navigate to the following URL to log in:

https://wywZ . oktax.onenet.net/ GrossProduction/ login. php

Thank you,

WekhFile Support
Cklahowa Tax Commission
webfilefoktax.state.ok.us
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Login (Exhibit 5)

e To login, select “Log In” found on the menu on the left side of the screen of the
Gross Production System.

e When prompted enter the Customer ID that was created during registration.

e Enter the temporary password received via the registration confirmation email from
the OTC in the Current Password box.

EXHIBIT 5

{= Gross Production System - Microsoft Internet Explorer provided by Oklahoma Tax Commission
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Gross Production System

e Gross
the Gross System Login
S CusomerD:| |
System to

continue Password: l:l

e At the time of a user’s initial login, a box will pop-up prompting the user to change
his current password and enter a Password Hint. (Exhibit 6)

e Select a new password and enter it in the New Password box. (Note: Passwords may

be up to 20 characters in length and may be a combination of alpha and numeric
characters.)

e Click on the OK button when finished filling out the Change Password form.

EXHIBIT 6

IE3

Gross Production System

HEEEREEN Please Change Your Password to Continue
your password

to continue Customer ID: |CustomeriDName
Current Password: |ssssssss

New Password:
Retype New Password:

Enter Password Hint:
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Users are now ready to begin a session. (Exhibit 7)

EXHIBIT 7
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Welcome to the Online Gross Production control panel.

Sfefirer From here you can use the left-hand menu to take various actions

(0
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Filing a 320-A (Request for Assignment of Production Unit Number)

From the Gross Production System Main Menu page, select New Registration (320-A
Form) found on the left side of the screen. Fill out all informational fields as
necessary—required fields are marked with an *.

Operator Information (Exhibit 8)

e Enter the SSN/FEIN—no spaces or dashes are required.

e After entering the Operator Number tab to the Operator Name field, the system
will populate the company information automatically.

e |f the mailing address is incorrect, enter the correct one at this time. Be sure to check
the Yes button in Part G.

e Enter business phone number.

EXHIBIT 8
PART I: OPERATOR INFORMATION

n *FEIM/SSHM (283888888 (999999999)
*Operator Number [SB8E8 (39939)

*Operator Mame |Dk|ahu:-ma Tax Commission |

DBA Name | |

*Mailing Address |25IZIL N Lincoln Blvd |

*City [Oklahoma City | *State | Oklzhoma v| *zip[73194 |

Iz this @ new Address? Yes D No @

*Business Phone [405-522-0000 | ((399)-393-9339)

Lease and Product Information (Exhibit 9)

e Total Lease Acreage must equal total acreage in Lease Legal Description. (This is
validated against entry in Lease Legal Description.)

e Additional Lease Legal Description rows may be created by clicking on the Add
button.

EXHIBIT 9
PART II: LEASE AMD PRODUCT INFORMATION
n *lease Name| | wiall Name.l"Number|
H *County Mame | Select a county [i] k3 | | County Marme | Select a county [il T |

ﬂ *Lease legal description (Click "Add" button for addition rows)
Quarterd Quarter3 Quarter? Quarterl Seckion Township Range
[oe] (o] [oe] (o] | |

Add

Comments :| |

n *#API Number(xxx-xxxxx)| | H #ywell Classification (0 <il O Gas

n #praducing Formation(sj| |

#Isfare Formation(s) Spaced? O Yas @ Mo (If ¥es, complete a., b., and o below)
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e |f formation is Spaced, check Yes on line 9. Spaced Acreage and Spacing Order
Number are required. If issued, provide the Increased Density Order Number
(Exhibit 10).

EXHIBIT 10

n *1s/are Formation(s) Spaced? ® ves O no (1f Yes, complete a., b., and c. below)

a. *Spaced Acreage l:l and legal description:

Quarterd Quarter3 Quarter2 Quarterl Section Township Range
| | | |

| Add New Space Lease |

b. *Spacing Order Number| | c. *Increased Density Order Numberl |

e Additional Spaced Acreage rows may be created by clicking on the Add New Space
Lease button.

Product Information (Exhibit 11)

e To file this form a minimum of one row of Product Information is required.

e To select a product code click on the drop down menu box under item a. ‘Product
Code’. Tab over and complete the Purchase Number field.

e The Purchaser Name will then be pre-filled from Purchaser Number information.
Tab over and enter Tax Remitter number. Then tab to First Sale field. Select the
date by clicking on the calendar icon to the right of the field, or manually entering the
date in the field. Date format should be mm/dd/yyyy.

e Additional Product Information entries may be created by clicking on the Add New
button.

EXHIBIT 11

10: PRODUCT INFORMATION

*(Obtain production code number from general instructions or specific instructions on reverse and list purchasers you vill be salling to)

. First Sale(mm/dd/yyyy not
B (nEizess Purchaser Name ey mare than &6 weeks froam

Code Number Number

today)
1-ail A IEEEER] |[okizhoma Tax Commission [RREEEEE |[pz/01/z008 | B=
5-Gas A IEEEER] |[okizhoma Tax Commission [RREEEEE |[pz/01/z008 | B=

Selact ane v | I | | |
[ Add New

Operator Approval Request (Exhibit 12)
e If operator or interest owner requests to remit production taxes, please provide reason.

EXHIBIT 12

Oklahoma law (0.5. 68, Sec 1009d) requires the first purchaser to remit the tax. OTC approval must be obtained before a operator
may report and remit production taxes. If operater approval is requested, please provide reason.

Upon completion of the 320-A, please review form entries for any errors. When you
have verified form entries and are ready to transmit the information click on Submit.
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Review, Signature and Confirmation (Exhibits 13-14)

o If errors are detected upon submission of the 320-A, the user will see a message
displayed with a description of the error(s). (Exhibit 13)

e The review and confirmation page allows the user the opportunity to view data prior
to final submission. Information that is incorrectly entered should be corrected at this
time by selecting the Edit Data button at the bottom of the page.

e Once reviewed and errors are corrected, the user will check the box “I confirm the
above information is correct” (Exhibit 14), enter the user password (which acts as
your signature) and click the ‘Submit” button.

EXHIBIT 13

> Gross Production System - Microsoft Internet Explorer provided by Oklahoma Tax Commission
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Gross Production System

_ N 0 Please ensure the following values are valid:
New Registration
(320A Form)

FEIN is required field
Operator number is required field

EXHIBIT 14

PART VI: SIGNATURE

By checking this box I declare under penalty of perfury that to the best of my knowledge the above information is true and correct. I
also understand that production may not be removed from this lease until the OTC has approved and distributed this application to all
parties involved, and I must submit 2 change form when any of the above information changes.

E [0 1 confirm the sbove information is corract.

E Type your password | I# Date(MM/DD/YYYY) 03/03/2009

[ Submit ]| Edit Data || Prirt |

Upon successful transmission of the 320-A, a confirmation number will generate
(Exhibit 15). It is suggested that you print a hard copy of the confirmation page for your

records. (Alternatively, users with image writer systems installed can use this to print to
file.).

EXHIBIT 15

Data saved at 2009-03-09T15:03:14-05:00. Your confirmation number is: GPX320A1236628992410

Soaags ot REQUEST FOR ASSIGNMENT OF PRODUCTION UNIT NUMBER
= GROSS PRODUCTION REGISTRATION

{Please read instructions before completing and print or type information)

e Upon final OTC approval, you will receive your PUN (Production Unit
Number) in the same manner as you do today.
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Filing a 320-C (Gross Production Request for Change)
From the Gross Production System Main Menu page (Exhibit 7), select Registration
Change (320-C Form) found on the left side of the screen. Fill out all informational
fields as necessary—required fields are marked with an *.

Part I: Operator Information (Exhibit 16)

e Select Operator or Interest Owner

e Enter the SSN/FEIN—no spaces or dashes are required.

e After entering Operator/Interest Owner Number (if no interest owner number
exists enter 99999) tab to the Operator/Interest Owner name field.

o If Operator/Interest Owner Number exists, Operator Name and mailing
address will automatically populate. If not, manual entry of the company
information will be necessary.

o If the mailing address is incorrect, enter the correct one at this time. Be sure to
check the Yes button in Part G.

e Enter business phone number.

EXHIBIT 16

PART I: OPERATOR INFORMATION

Check one @ Operator O Interest Owner

FEIN/SSN |BEBBEBEEEE (5599995999)
*Operator/Interest Owner Number (BBE88 (93533)

*Name of Operator/Interest Cwner |Ok|ah0ma Tax Commision |

E *Mailing Address [2501 N Lincaln Blvd |

3 =City pklahoma City| *Stats | Oklzhems v| *zig[73134 |

Is this a new Address? Yes (O no &)

*Business Phone [405-322-00000 |((999)-995-9333)

Part 11: Production Unit Number/Well Name (Exhibit 17)
e Production Unit Number (PUN) must be entered in full, with hyphens as in the
example pictured below.
e Click on the magnifying glass (PUN lookup) at the right of the PUN field to
look up PUN information. PUN information will populate automatically. Letter
C requires one check box to be selected for completion of this section.

EXHIBIT 17

|DEIEI-EIEIEIEIEIEI-D-DDDD |Ji
PART I1: PRODUCTION UNIT NUMBER/WELL NAME

n *Production Unit Number{xeoc-soooooe X-3000x) |099'999999'U'0000 | (&

E *Laase Name [TAX COMMISSION | #well Name [£1,4.5 |

*Check appropriate box and complete Section IV
E i DCan:el product code(s)
Z. DCan:el production unit number(explain in reasons below, Part V, section B)
3. DChange of operater - Complete sections three and four. Is this a change of ownership of equipment? Yes O No @
4. D Cancel or add purchaser

5. I:lChange of producing formation/legal description

E *Name of formation [RED FORK,CHESTER MISS | spacing order | |
E Lease legal description (Click "Add" button for addition rows)
Quarterd Quarter3 Quarter2 Quarterl Section Township Range
[ ~| ~| o rm v [rom Jriw |
| Add New Lease |

Screen shot illustrates how information is filled in once the magnifying glass has been selected
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Part 111: Change of Operator Information (Exhibit 18)

e Former Operator number is required if user selects Change of Operator in
Part 11, Letter C. Enter the Former Operator number in Box A. The Former
Operator Name will automatically populate in Box B.

Select the effective date of the change information by clicking on the calendar
icon to the right of the Effective Date field, or manually entering. Date format
should be mm/dd/yyyy.

EXHIBIT 18

PART III:
H Former Op # | 95995 | Bl Fermer Operator Name |O|-c|ah0rr|a Tax Commission | I[d Effective Date DB_."D2_-"2DDS|

Part 1V: Production and Purchaser Change Information (Exhibit 19)
e Purchaser information will automatically populate from using the PUN lookup in
Part Il, Box A.

EXHIBIT 19
PART IV: PRODUCTION AND PURCHASER CHANGE INFORMATION

{Obtain production code number from general instructions or specific instructions on reverse and list purchasers you vill be selling to)
E Tax Remitter

Product  Purchaser o chaser Name Ehange Add Cancel Purchasar ("1 Operator = P=t=,

[oi ~][11111 | [Oklahoma Tax Cammission | ® © O ®) O o[ =
|5-Gas  w|[22222 | [Oklahoma Tax Commission | ® © O » * O |:| i
|s-Gas  +|[33333  ||Oklahoma Tax Commission | ® © © O O o[  |=

If no changes are being made to the purchaser’s information effective date is NOT required

To enter additional Purchasers select the Add New button.

Enter required information for the Product Code and Purchaser Number.

The Purchaser Name will automatically fill in from Purchaser Number
information.

Select the type of change for the Purchaser (Add or Cancel)

Select the Tax Remitter Type (Purchaser, Interest Owner or Operator)

Enter the Effective Date by either selecting the date from the calendar or entering
it manually (mm/dd/yyyy)
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Part V: Request for Remittance of Production Taxes (Exhibit 20)

e If operator or interest owner requests to remit production taxes, please provide
reason in Box A.

o If request for change is for cancellation or suspension provide reason in Box B.

e Enter the Effective Date by either selecting the date from the calendar or entering
it manually (mm/dd/yyyy) in Box C.

e Box D provides the requestor with space for any additional comments.

EXHIBIT 20

PART V!

H If operator ar interest owner regquests to remit production taxes, please provide reason

E Reaszon for cancel ar suspension| | I3 Effective Date (MM/ DD l:l
E Comments |

| Submit | | Clear |

e After all changes in information have been performed click the *‘Submit’ button.

Review and Confirmation Page:

e The review and confirmation page allows the user the opportunity to view data
prior to final submission. Information that is incorrectly entered should be
corrected at this time by selecting the Edit Data button at the bottom of the page.

e Once reviewed and any errors are corrected, the user will check the box “I
confirm the above information is correct” (Exhibit 21), enter the user
password (which acts as your signature) and click the ‘Submit’ button.

EXHIBIT 21

PART VI SIGNATURE

By checking this box I declare under penalty of perjury that to the best of my knowledge the above information is true and correct, I
also understand that production ray not be rermoved from this lease until the OTC has approved and distributed thiz application to all
parties involved, and I must submit a change formn when any of the above information changes,

[ 1 confirm the above information is correct.
E Type your password | I Date 0372042009
Submit I Edit Data I Print

e Upon successful completion and transmission of the 320-C, a confirmation
number will generate (Exhibit 22). It is suggest that you print a hard copy of the
confirmation page for your records. (Alternatively, users with image writer
systems installed can use this to print to file.)

EXHIBIT 22

Data saved at 2009-03-10T09:57:51-05:00. Your confirmation number is: GPX320C1236697069410

OT0032:
Dicaham:
)

3-95-0% 320-C-A-8-1999
Commissian

GROSS PRODUCTION REQUEST FOR CHANGE

£ 7:30-2:30 Cantral Tima (Please read instructions before completing and print or type infarmation)

.0 Bax
Dicanham:
Phans 23
Dparatia

¥ 731280520

e Upon final OTC approval, changes will be made to the PUN (Production

Unit Number). You will receive notification in the same manner you do
today.
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