
Amendment – Unit Basis HC Well - Data Entry
Conservation (E and G) > wells > Amend Permit to Drill

A. After LUWs assigned via LUW Assignment – Unit Basis HC Well – Data Entry, Access Amend screen. Enter into query mode (F7 
or select the icon)

B. Enter Well Serial Num in Field 1
C. Enter Effective Date in Field 2
D. Execute query (F8 or select icon)
E. Verify correct well information (compare to form; confirm not a typo in SN 1, effective date 2, current well name 5, product 6, 

current operator 7, Field 8, STR 9, Parish 10)
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Note- Field 10 - if there is a change to the 
surface location Parish, there will also be an API 
update. Rare. Be sure to question surface Parish 
change if no reference to API update on pink or 
LT1.
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Amendment – Unit Basis HC Well - Data Entry
Conservation (E and G) > wells > Amend Permit to Drill
F. Select Payment Type in Field 3
G. Key in Invoice Num in Field 4
H. Update criteria that is changing. Location Description 11 and Coordinates 15 (to be discussed in detail on next 
slide) are the only changes. Note - LUW Code 12 populates from previous LUW entry steps.
H.A Place cursor in Location Field then select CTRL E to view/edit

F

I. Coordinates – preference is to key in 1927 Lambert if available. X, Y, Zone, System, and Source required. If no 
change to SL (as in this example), no updates needed. If new as-drilled record, key down for new entry.
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Note- new records 
created based on key 
down. Be careful to not 
create extra records!
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Amendment – Unit Basis HC Well - Data Entry – Verify
Conservation (E and G) > wells > Amend Permit to Drill

J. Select Verify button to display changes.  

K. Place cursor in New Values Field K. Select CTRL E to view all fields. If anything needs to be modified, update appropriate field on form; 
select Verify again. Once correct, copy New Location data. 
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L. Paste New Location in Comments field. Delete any unnecessary 
info. Results will be printed on Green. Note- cross unit %s display. Be 
sure to not delete those. Add invoice number. 
M. Select Update Single Well. This saves the record.
N. Select Amendment Orders tab to key in Orders/Letter info (if any).
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Amendment – Unit Basis HC Well – Print Greens
Conservation (E and G) > wells > Amend Permit to Drill

O. Key in appropriate field Orders; save.
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o
P. Select Single Green Card. Print on green paper.

o

Q. Distribute greens. Operator green should be mailed 
to address on form (may be different than on green). 
Well file green attached to application and sent to 
Well Files. Production Audit is placed in their mail slot. 
District Office green is placed in their mail. Book copy 
is retained for monthly stat verification.

R. Update Amendment on Hold spreadsheet date 
completed and distribution mailed.
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