
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.”

http://kolar.kgs.ku.edu/


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



3a.  You’ll be asked to confirm the information in order to register.



4. You will get this page telling you that an email has been sent to you with a temporary password. It takes a 
minute or two, but you will get the email and password in your inbox with instructions:  











8. At this point, call Pam Chaffee at 785.296.3565 or Deb Biester at 785.296.5524 
at KDHE to finish the registration process. They will create your group, put your 
user in the group and give 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 Forms menu item, you can choose either WWC5 or WWC-5P to get you 
to the page that manages all of your WWC-5 or WWC-5P forms, or start a new form.  



11. You are about to complete the WWC5 form on-line. Since much is dependent on the location of 
the well, you must provide the latitude & longitude coordinates for the well prior to completing 
the form. You’ll get these from your GPS unit, on-line mapping tool, or a surveyor’s report.  



12.  Click Submit and you get the partially filled out WWC5:

County, Quarter Fractions, 
Section, Township, Range, and 
Elevation fill-in automatically 
from Latitude, Longitude, and 
Horizontal Datum you enter.







13. When you click “Save and Exit,” you are given the ability to do things to the WWC5 you just created 
along with a list of any problems detected in the form. You cannot submit to KDHE until the required 
items are completed, then “Cannot Submit” becomes “Ready to Submit.”



14.  “View PDF” shows you the pdf version of the WWC5 as it was when you exited. “DRAFT” 
watermark stays on the form until it is submitted to KDHE. If you go back and click “Edit” it 
takes you to the WWC5 so you can complete it and/or correct problems that prevent it from 
being submitted. 



If you click “View Location Info” you can confirm the well location and see a list of 
nearby wells form the KGS Water Well Database.





15. Once the form is completed and identified problems are corrected, click “Save and Exit.” 





“Save and Exit” buttons are available at the top and bottom of the WWC5 form.



16. You are returned to a page where all of your forms are listed. You have the option to review
old forms or submit recently completed forms to KDHE. If you click on “WWC5s Ready to
Submit”, you can click the “Pay and Submit” to pay the WWC5 fee using KanPay and submit
the form to KDHE. You can also batch up several forms and submit them all at once.



17. Once the form gets through KDHE, it will automatically be released to the KGS 
Water Well Database at: http://www.kgs.ku.edu/Magellan/WaterWell/index.html:

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