
Organization Reports (PLS-OR-1) 
Electronic Submission 

 
User Guide 



Organization Report 

 
Pipeline Division:   All Pipeline Operators 
  Form PLS-OR-1 – Organization Report 
  www.sonris.com 
  To record the company’s contact information 
  Questions: contact Rebekah Clarke 225-342-9666 

NOTE: 
It is your responsibility to keep your contact information correct/current.  The contact 
listed will determine who is receiving mailed/emailed correspondence.   

http://www.sonris.com/


www.SONRIS.com 



PLS-OR-1 

If you have an OOC Code Number you already 
have an account, no need to create one. 



Purpose of Accounts 
Master Account: 
The sole purpose of the Master Account is to manage your Sub-Users.  The Username for your Master Account 
will be your OOC Code, you will not be able to submit any electronic reports using the Master Account 
Username. 

 

You’ll be able to create each of your Sub-Users and assign their Username/password and the reports that they 
are responsible to submit. 

Note:  IT has created 2 accounts for your use, if you like: OOC_user1 and OOC_user2  (will be the user name) – 
both accounts have been assigned the OR1 form, you can remove/add reports to each of these usernames. 

 

You’ll be able to disable any Sub User account, if needed, like if someone leaves the company, retires, etc… 

 

You can also add/remove any reports from any Sub User. 

 

You can also have a Service Provider as a Sub User for your company, works the same, you’ll assign the reports 
you want them to submit.  

 

If you added a User or Service Provider to your “Teamworks” account, they’ll be listed on your OR1 Master 
Account.   

 
 

The Master Account holder, is the contact listed under the Organization Address Tab, this 
person should be the one to manage your companies Users.  This contact will also be the 
only person that we can give out forgotten passwords and account information to. 



Login with your ‘Master Account’ Username (OOC 
Number) & password 
Click on Administer Access 
 

Existing Companies 
(CREATING SUB-USERS) 



Select OR-1 from Revoked Access List 
 
Move OR-1 to Granted Access 
 

Click Update Access 
 
You can now logout of the main account and sign 
back in using the sub-user just created 
 
 
 

Fill out the blanks for a new sub 
user 
 
After creating a sub user an email 
will be sent confirming the new 
sub user 



Annual Refiling/Supplemental Filing 

Log in using your sub username and password 



Annual Refiling/Supplemental Filing 

Click Perform OR-1 

Select Pipeline Division and  
Annual or Supplemental 



Annual Refiling/Supplemental Filing 

The information will be automatically populated with the information we currently 
have on file 
 
Review all the tabs and update information where needed  
 
Filing year is 2017 for forms due January 15, 2017 
 



This is a screen shot of what the ‘whole’ page looks like. 
 
‘Submit for Approval’  
Once you have completed all the required information you click on Submit For Approval, you’ll get an email stating 
you have submitted an OR-1.  If you don’t have any changes, you’ll still want to double check your information. 
 
Comments to Reviewer – use this if you need to let us know anything. 
 
When you are ready to submit – click save changes and then click Submit for Approval 

 

‘Only Save Changes’  
If you get called away from your desk or get a phone call, click 
on this button and it will save everything you have keyed in.  
Your report will be found by clicking the Existing Filings Tab. 



Annual Refiling/Supplemental Filing 

You can check the status of your filing 
under the “Existing Filings” tab of your 
sub-user account. 
 
You may have to log out and log back 
in to see the “Completed” status 
 
You will receive an email once it has 
been accepted by our office 



Initial Filing/Organization Name Change 

Click on Create an account 
 
Enter your Louisiana Secretary of State Charter 
Number 
 
If you don’t know it – click the Look up Charter 
Number 
Click the Check Charter Number – verify if that is the 
correct Company name 
 
If you are not required to be registered with La SOS 
Click the No Charter Number 
 
 



User Type: choose Individual 
 
Create your User ID & password 
(note this is a temp account) 
 

Complete the rest of the information and click 
Next 
 
Make sure the information is correct, click 
Confirm 
 
 
 



You will receive an email asking you 
to activate your account. 
 
Click on the Account Activation Link 
 
Once your account has been 
verified, you can login to the Online 
OR1 Submission 
 



Using the Username & Password you just 
registered, login to OR1 Applications 
 
Click Perform OR1 
 
You need to choose Pipeline Division to 
submit PLS-OR-1 
 
Filing Type – would be initial filing 
 
Click Next (note this may take a few minutes) 

MAKE SURE YOUR POP UP BLOCKERS ARE OFF 
– OR ALLOW FROM SONRIS.COM 



You will fill out all TABs with your current information 
 
Initial Date of LA Operation: this is the date you began operations in Louisiana 
 
Year of Filing: 2017 for filings due January 15, 2017 
 



Be sure to click on each tab and fill in the information 



This is a screen shot of what the ‘whole’ page looks like. 
 
‘Submit for Approval’  
Once you have completed all the required information you click on Submit For Approval, you’ll get an email stating 
you have submitted an OR-1.  If you don’t have any changes, you’ll still want to double check your information. 
 
Comments to Reviewer – use this if you need to let us know anything. 
 
When you are ready to submit – click save changes and then click Submit for Approval 

 

‘Only Save Changes’  
If you get called away from your desk or get a phone call, click 
on this button and it will save everything you have keyed in.  
Your report will be found by clicking the Existing Filings Tab. 



When your OR1 has been 
approved, you’ll receive a 
couple of emails. 
 
One to let you know that it has 
been approved and gives you 
the OOC Code Number. 
 
One to let you know that your 
Master account has been set 
up.  It gives your Username and 
password.  (The account you created 

at the beginning of this process has 
been disabled.) 

 
You’ll use this 
Username/password to login 
and set up your Sub Users. 
(see pages 14 & 15) 



If for any reason, you are brought back to the login page or the front page (picture to 
left), don’t start over by choosing form type, filing type and clicking on next.  The report 
you started will be under the Existing Filings tab, choose that one until it’s completed. 

It is a good idea to click save changes before submitting 




