
Registration & Instructions

1. Bring up the KOLAR web site in your browser: http://kolar.kgs.ku.edu.    It will look like this:

2.  Click on “Register a new account.”
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3. Enter the requested information and click on “Register” to get a confirmation page:
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3a.  Confirm the information to complete registration:
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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 password in your inbox with instructions.
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5.  Check your email, for a message from KOLAR (noreply.kgsprd@kgs.ku.edu)  This contains your temporary password 
to complete the process.
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4.  Connect to KOLAR again and log in with your user name and temporary password
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5.  On this screen you will be able to change the password
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6. Finally you are ready for a normal login. The early steps won’t be repeated.
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7. You are now logged in. Next you will need to be associated with a GROUP before you can do anything. A 
group is your company.

You will see your user name in the top right area:

8. At this point, email Deb Biester at debra.biester@ks.gov or Pam Chaffee at 
pamela.chaffee@ks.gov to finish the registration process. They will create 
your group, put your user in the group and give you the permissions you 
need to renew your license and submit water well records in KOLAR.
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