
1. Bring up the KOLAR web site in your browser: http://kolar.kgs.ku.edu. 

It will look something like 

this:

 
 

2. Click on “Register a new account”. 

 

3. Enter the requested information and click on “Register” to get a confirmation page: 

 



 

4. You’ll get this page telling you an email has been sent to you with a temporary password.  It 

takes a minute or two, but you’ll get the password in your inbox with 

instructions:

 

5. Connect to KOLAR again and login with your new username and temporary 

password:

 



6. Finally, you’re ready to do a normal login.  You’ll never do the above steps 

again:

 

 

7. You are now logged in.  You still can’t do anything, but you are logged in.  You have to be 

associated with a GROUP before you can do anything.  A group is your company. 

 

 



 

8. At this point, call Richard at KDHE.  He will create your group, put your user in the group, and 

will call you back to tell you that you’re ready to go.  He will have given you the permissions you 

need to do your 

work:

 



 

9. The next time you log in, you’ll see some major progress because you are finally associated with 

a known group in the system  (upper right).  And you have menu items (upper 

left):

 



 

 

10. Selecting the KDHE menu item WWC5 gets you to the page that manages all of your 

forms:

 



 

11. We’re about to edit the WWC5 form on-line.  So much is dependent on the location of the well, 

you are asked to provide the lat/long out prior to editing the form.  You’ll get this information 

off your GPS 

unit:

 

 

 

 



 

12. Click Submit and you get the partially filled out 

WWC5:



 

 

 



 

13. When you click “Save and Exit”, you’re given the ability to do things to the WWC5 you just 

created along with a list of any problems detected with the 

form:

 



 

14. “View PDF” shows you the form.  DRAFT stays there until you submit the form to KDHE: 

 



 

 

15. When you get back to the “Manage Forms” page where all of your forms are listed, you have the 

option to review old forms or submit a recently completed form that is ready for KDHE.  I clicked 

on “Ready to Submit” where I can click on “Pay and Submit” to pay the WWC5 fee using KanPay 

and then submit the form to KDHE.  You can batch up many forms and submit them all at once.  

I’m not going to demo that part of the system to save some 

time.

 

 



16. Once the form gets through KDHE, it will automatically show up in the on-line WWC5 database 

(http://www.kgs.ku.edu/Magellan/WaterWell/index.html):

 


