How to Submit An Auction Nomination

M

This page is undergoing updates. If you have questions, please feel free to
reach out to Catie Stitt (catie.stitt@state.co.us) or Sherry Lee
(sherry.lee@state.co.us) and we can assist you.

Auction nominations are accepted year-round and will be allocated to the next available auction
for review. The deadlines for auction nomination can be found on the Qil and Gas Auction
Information and Results webpage.

Creating an account is not necessary to submit auction nominations, but creating an account may
allow you to track the status of the nominations.

Step 1: Navigate to the Customer Portal page on the State Land Board’s website. From there,
there are three options to submit nominations:

e Option 1: Submit a nomination as a guest. You will not create an account.

e Option 2: Submit a nomination with an account, but you do not currently have an account.
e Option 3: Submit a nomination with your account that you already have.

Customer portal
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Option 1: Submit a nomination as a guest. You will not create an account.

Step 1: Select “Submit oil & gas auction nominations: on the Customer Portal page.

Step 2: Fill out the requested information:
Colorado State Land Board Guest Application

Please provide the following
application details

Applicant Information
(Exactly as you want it to appear on the lease)

| Lessee Name =
__'\,;rour'@ma'i'!.'cér'ri'*
jPhone-N'umber' %
Address

[ Address 1%
[Address 2

[ City”

State®

[Zip
Application Type

0il & Gas Auction Nominatior v |

Apply

Step 3: Fill in the details for your nomination parcel (scroll down):

Page 2 of 13



Application Form
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Option 2: Submit a nomination with an account, but you do not currently

have an account.

Staff will process these requests as soon as possible. It could take up to 24 hours, during normal
business hours, to set you up in the system. You will receive an email from our system, NetSuite,

granting access and asking you to set up your password.

IMPORTANT: Once you receive the email from NetSuite asking you to set up your account, you must
complete this step within 24 hours. If you wait past 24 hours, the system access expires and you
will need to resubmit your access request above.

Once you have set up your password and have successfully logged in to the Portal, you do not need

to request access again.

Please keep track of your login credentials (email and password) once you have been
granted access for future use.
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Option 3: Submit a nomination with vour account that vou already have.

Step 1: Log-in to Customer Portal using your email and password.

'COLORADO

State Land Board

Sign In
State Land Board Customer

T [T e pp—

Fasaword  regn e

m Forgol passwond™

Step 2: Click on the “Shopping Cart” in the center of the black bar. Ensure your cart is empty
before starting to create nominations. You can delete anything that is in your cart, if applicable.
The cart will save anything you have done in the past - but if you don’t complete the payment

process, it does not clear out and will reflect in your total if you move forward with payment on
new nominations.

Step 3: Select “Applications” in the upper right of the page (see image below).

'COLORADO
| State Land Board

My Account
Welcome to the Colorado State Land Board!
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Step 4: Select “Auction Nomination”

e & GGas

152 dpzooB Colorado State Board of Land Commissioners

Step 5: Fill out the information requested on the “Requested Tract” form (see image
below)

' COLORADO

i State Land Board

Auction Nomination

" Hew lealures! ™ You can add unlimiled applicaions/nominations Lo your shopping can. 'When you've filled your cart, click “Pay MNow” 1o check oul bems 255

presend in your shopping cart have nol been paid for. After paying. you can downlos rfimmalionireceipl In additi

you can now chedk the states of you

applicaions directly from wowr account. Look for "Application Status’ in your My Account page

Requested Tract

Enfer infarmation on the parcel in which you are applying. Uploading of files is nol required
Mismber of Acras 1 County | Adams 2 -
Township 3 Hange 4

Saction 5 S ulbdrersdar E

Maridian 7 Applicant Comments E

Add To Cart
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[TAB ORDER]:

1 - Number of Acres: number of acres you wish to nominate

2 - County: select the appropriate county in Colorado the lands are located in

3 - Township: please enter in this format - #N or #S. Do not enter T#N or T#S.

4 - Range: please enter in this format - #E or #W. Do not enter R#E or R#W.

5 - Section: please enter in this format - #. Do not enter S#.

6 - Subdivision: this is the quarter, quarter-quarter description (i.e. : S2NE). If
everything we own, please type in ALL.

7 - Meridian: please enter in this format-6 OR N OR U.

8 - Applicant Comments: if there is anything you need staff to know to clarify your

nomination, please enter the comments here. This is not required.

Do not attach any files to this form.

Step 6: After filling out the form in its entirety, select “Add to Cart”.

Step 7: If you have additional lands to nominate, select “Auction Nomination” under Add New
Application (See image below). Repeat steps 5 and 6.

If you would like to have a list of applications with the legal description, please take a
screen shot or a snippet of your Cart Summary before moving forward to payment. We
hope a future enhancement will allow this information to be included on your receipt,
but currently your emailed receipt will NOT include the legal description associated
with the application.

If you have completed your nominations, select “Pay Now” and then click Submit (scroll down for
image).
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' COLORADO
State Land Board

To complete

Add New Application: | additional
nominations
Line & Application Name Description Price
! APPH#EH | #SINHEMW# | $50.00 Delete
L | Me
TOTAL: $60.00
(This ophon diracts to a thir s (= %0 75) convenence fea for
onhine Credit cand payments CHelectronic check payments

¥
will be assessed

‘\} To submit and pay
Save for Later J for nominations
/
{Application will not be processed until the app! :.}fc-": fea is recanved)

r
-

Step 8: Two things will occur at this point:
1. You will be taken to the State of Colorado Secured Online Payment Process
website to complete payment (See Step 10).
2. You should also receive an email receipt at this step indicating that your
Auction Nomination has been submitted; this is a quirk of our
system right now that we cannot change. If vou do not complete the

payment process outlined below, your nomination will not be processed
because it is not paid for. See below for an example of the email.
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Your Colorado State Application Has Been Received D inbox x

State Land Board (dnr_atlasinfo@state.co.us) =system@sent-via netsuite com>
tome =

Thank you for submitting a Auction Nomination!

‘Your application number is: APPXXXX

& Reply  Forward

Step 9: You can pay via credit/debit card or e-check. There are minimal fees involved in paying
online (which are disclosed prior to payment - the amount for credit card payment will vary
depending on the total to be charged; the check service fee is $1.00). These fees are not imposed
by the State Land Board and the nomination fee and online portal fees are non-refundable. Choose
your option by clicking on the images for “Pay by Credit Card” (Step 10 Process) or “Pay by eCheck”

(Step 11 Process).

Colorado.gov

Secured Online Payment Process

1. Payment Options 2. Payment Information 3. Account Holder Information 4. Confirmation 5. Receipt

Payment Options

This online service includes a non-refundable service fee that allows Colorado.gov to deliver this and other _
“ i & Fee Information
important services via the internet
=
Pay by Credit Card Pay by eCheck
(Service Fee = $XX.XX) (Service Fee = $1.00)

Step 10: Completing your payment via Credit Card (including the Service Fee disclosed when

making this selection)
1. Select “Pay by Credit Card”:
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Colorado.gov

Secured Online Payment Process

1. Payment Options 2. Payment Information 2 Account Holder Information 4. Confirmation 5. Receipt

Payment Options

This onlin

2 non-refundable senvice fee that allows Colorad.gov to deliver this and ather

; E[H

Pay by Credit Card Pay by eCheck

(Service Fee = $XK)0) (Service Fee = $1.00)

2. Enter your credit card number and expiration date. Notice the portal accepts Visa,
MasterCard, American Express or Discover cards only. Then select “Continue”.

Colorado.gov

Secured Online Payment Process

1. Payment Options 2. Payment Information 3. Account Holder Information 4. Confirmation 5. Receipt

Payment Information

Enter your credit card information, or change payment type.

MM/YYYY

F3 [ Copyrignt ©2021 state of Colorado A

3. Enter your name, address, and phone number (required) and email address (optional).
Select “Continue”.

Colorado.gov

Secured Online Payment Process

4 Confrmation

Account Holder Information

4. Verify your information is correct before selecting “Agree/Continue”. THIS SUBMITS YOUR
PAYMENT. You will get a receipt regarding your payment, but it is suggested that you print
your confirmation or otherwise save the information for your records.
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Colorado.gov

Secured Online Payment Process

1 Paymant Options 2. Payment Information 3. Account Holder Information 4. Confirmation 5. Recaint

Verify Payment Information

Please ensure the information below is correct before procesding,

Payment Method

Your name [Card Type] ending in X0

Payer Information

Your address

Merchant

Your City, State Zip
Your Country

Your Phone Number

Your email address

Transaction Details

Description Amount CQuantity Total Amount

00X t 520000
20000 t $300XK
$ XXX

With the completion of your payment, your auction nomination(s) are complete! We appreciate
your interest in leasing State Trust Lands and supporting Colorado’s schoolchildren!
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Step 11: Completing your payment via eCheck (including the $1.00 Service Fee)
1. Select “Pay by eCheck”:

Colorado.gov

Secured Online Payment Process

1. Payment Options 2. Payment Information 3. Account Holder Information 4. Confirmation 5. Receipt

Payment Options

This online service includes a non-refundable service fee that allows Colorado gov to deliver this and other
important services via the internet

=
Pay by Credit Card Pay by eCheck

(Service Fee = $XX.XX) (Service Fee = $1.00)

2. Select your account type from the dropdown menu. Enter your routing number and account
number. Please ensure that your routing number and account number are correct! If you
enter incorrect information and the bank later reverses the payment, you may be subject to
additional fees and your nominations will not be processed! The system will generate errors
if the routing number is invalid or if your account number does not match the double
verification at the bottom of the screen, and you will have to fix those errors before
proceeding. Again, please ensure your bank account routing number and account number
are correct before proceeding! Once you are ready to move forward, click “Continue”.

Colorado.gov

Secured Online Payment Process

1. Payment Options 2. Payment Information 3. Account Holder Information 4. Confirmation 5. Receipt

Payment Information
Enter your electronic check information, or change payment type.

Account Type Routing Number Account Number

B 5
-~ Select -- ~

Ensure Your Bank Accepts eCheck Payments

 charges. Please ensure tht your bank sccount sliows peyments from the following

1522077561

Gonfirm Your Information

Plesse note: Payee reserves the right o assess 3 returned check pe any electronic payment is returned for

F3 Bl coryrcht 92021 Stste of Colorsdo Accessiblity Leos| Notices Privacy Ststemant Security Ststemant

3. Enter your name, address, and phone number (required) and email address (optional).
Select “Continue”.
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Colorado.gov

Secured Online Payment Process

1 Payment Options 2 Payment Information 3. Account Holder Information 4. Confirmation 5. Receipt

Account Holder Information

ne event we need to contact you. An email receipt will be sent if you provice a valid emai

Email Ad
Addr
city State or Frov
= 7]
Pestsl Cose Country Cose Prars Number
0 0 .
‘ United States of America v
cm—
‘
Fd B Copyicht ©2021 State of Colorado Acsessibility Legal Notices Privacy Statement Security Statemant

4. Verify your information is correct before selecting “Agree/Continue”. THIS SUBMITS YOUR
PAYMENT. You will get a receipt regarding your payment, but it is suggested that you print
your confirmation or otherwise save the information for your records.

Colorado.gov

Secured Online Payment Process

1 Paymant Optizns 2 Baymant Inforeration = Account meiser Infermation 4 Confirmation 5 Recsice

Verify Payment Information

Flezse 2nsur ng.
Payer Information Payment Method El
Your name
Rimuting Number : =~===110{
Your address
o
Your City, State Zip
Merchant
Your country
Your phone number
Your email address
Colorado State Land Board
Transaction Details
Ameunt Quantity Tatel Amount
0L 1 §100
s£00 1 5100
530050
[ s Q] yright 8 2021 . Legel Hotices tmrm Siaterm
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With the completion of your payment, your auction nomination(s) are complete! We
appreciate your interest in leasing State Trust Lands and supporting Colorado’s
schoolchildren!
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