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Accessing the Portal
• We recommend you navigate to the PHMSA portal via the ODES site under 

the 2010 Gas Distribution Annual Report or Mechanical Fitting Failure form 
links at  http://opsweb.phmsa.dot.gov
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• The PHMSA Portal will be used to access all 2010 Annual Report forms 
and the Mechanical Fitting Failure Form. 

http://opsweb.phmsa.dot.gov/�
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Entering the Portal

• Select your OPID in 
the drop down menu.

• If you have 
associated multiple 
OPIDs to your 
account, you need to 
select which OPID 
you would like to 
view/submit reports 
for at that time. 
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Changing Your Password
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Upon entering the portal, please change your password.  

Step 1 – Click on Password Management

Step 2 – Enter Temporary Password, then 
enter a new password following criteria 
below
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Adding/Removing Operator IDs
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Follows steps below to add/remove Operator IDs to your account after registering

Step 1 – Click on Account Management

Step 2 – Click “Add New Operator” then 
enter OPID and ODES PIN.  Repeat as 
necessary

Step 3 –
Click 

Submit
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Navigating Through the Portal
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Expand Create Reports (click on +), Expand 
Annual Reports (click on +), then click on Gas 
Distribution or  Mechanical Fitting FailureClick on + to 

expand menu
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Creating Reports
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To create a 2010 Gas Distribution Annual Report or Mechanical 
Fitting Failure Report expand “Create Reports” (by clicking on the “+”), 

then select the report you would like to create.  
Note: Annual Reports expands to list all system types.  

The only option that will work at this time is Gas Distribution 
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Complete Gas Distribution Annual 
Report
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To create a 2010 Gas Distribution Annual Report or Mechanical 
Fitting Failure Report expand “Create Reports” The Annual 

Reports option expands to list all system types.  

Click on “Gas Distribution”
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Creating a Gas Distribution Annual 
Report from your 2009 report
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In an effort to reduce the reporting burden, the 2010 Gas Distribution Annual 
Report can be pre-populated with data submitted on your latest 2009 annual 

report, by selecting option “Create New Report - with data import” and Selecting 
the applicable State

Select State from 
2009 submission

Select “Continue”

Use “Create New 
Report – no data 
import” to start from 
a blank form
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Gas Distribution - Part A

- 11 -

Select State from 
2009 submission

Select “Continue”

Operator ID, Name and 
Address pre-populate based 
on log in data

Pre-populate HQ Address or 
enter a new one

Click on Part B to move to next 
section (also will auto-save)
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Gas Distribution - Part B1
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Cannot enter data into 
cells with gray font

Update or enter 
new steel miles 
and services here

Miles and Services will 
be pre-populated from 
last year’s report

Only STEEL miles and 
services entered in B1
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Gas Distribution - Part B2
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Modify plastic and steel miles entered from 2009 
and other miles for other materials

Miles pre-
populated from 
last year’s report

Update or enter 
miles here for all 
materials
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Gas Distribution - Part B3
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Modify plastic and steel services entered from 
2009 and add services for all materials

Clicking on Part B4 to 
move to next section 
(also will auto-save)

Summary of 
Services
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Gas Distribution - Part B3 Continued
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Modify plastic and steel services entered from 
2009 and add services for all materials

Services pre-
populated from 
last year’s report

Update or enter 
new services 
here for any 
material
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Gas Distribution - Part B4
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Miles and services installed by decade must match the total miles 
of mains and # of services listed in B1

Miles and 
Services sum 
from B1 and 
fields below

Update or enter 
miles and  
services here
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Gas Distribution - Part C
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Leaks by Cause for Mains and Services

Total Leaks must be greater than or equal to Total Hazardous Leaks
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Gas Distribution - Part D & E

- 18 -

Part D - Excavation Damages – All fields Required

PART E - Excess Flow Value Data – All fields Required
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Gas Distribution - Part F & G
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Part F – Leaks on Federal Land Repaired or Scheduled for Repair  – Required

PART G – Percent of Accounted for Gas - Required
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Gas Distribution - Part H
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Part H – Additional Information and Attachments

Use to upload file
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Gas Distribution - Part I
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Part I – Preparers Information - Required

Pre-populated 
from Registration 
information



U.S. Department of Transportation
Pipeline and Hazardous Materials 
Safety Administration

Gas Distribution – Submitting a Report
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Errors that need to be fixed 
prior to submitting

Save and 
Submit

When you click submit, if any errors are present in the report, a list will be 
displayed and will prohibit the report from being submitted. 



U.S. Department of Transportation
Pipeline and Hazardous Materials 
Safety Administration

Modifying a Saved Report or Viewing a 
Submitted Report
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Click on Saved Reports

Select Report 
Above & Modify 

Click to 
download & 
print PDF or 
Excel
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Report History
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Report History will allow you to see all submitted versions 
(original and supplementals)

Click 
“View 
History”
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Report History Continued
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Report History will allow you to see all submitted versions 
(original and supplementals)

Original and all 
supplementals filed 
will be below

You might have to 
scroll down to see 
the history of 
supplementals 
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Creating a Supplemental Report
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Step 1. Go to 
“View/Create 

Reports

Step 2. Click on 
“Submitted 

Reports”

Step 3. Select the 
report you would 

like to 
supplement

Step 4. Click 
“Create Supplemental”
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