
CREATING AN ONLINE REPORTING ACCOUNT 

1. On the Report Management System login page, click on the link “Create an 

account here”. 

 



2. Complete the information in the fields provided on the screen.  The e mail 

address you provide will become your user ID. 

3. To establish an account, you must begin by providing one of your reporting 

Water Right IDs and the Identifier that was provided on one of the notification 

letters. 

 



4. Once you have created the account you will be prompted to login.  Use the e mail 

address you provided and the password you created.  You will then enter the 

reporting screen listing the water right ID used to set up the account.   

 

5. You can add additional water rights to your account by clicking on the “Manage 

Water Rights” link at the top of the page 

 



6. Under the Manage Water Rights screen, you can add as many Water Right ID 

and Reporting Identifiers you own or manage. These will populate in the table 

below. 

 

7. You can return to the main reporting screen by clicking the Reports link. 

 



8. On the Reports page, only reports that are currently due are displayed.  To view 

all reports, click the down arrow on the filter box in the top center of the page.  

This allows you to toggle between all reports and only those due a report. 

 

9. After you have created an account, you can also update the account information 

by clicking on the “Update Account Information” link at the top of the page. 

 



10. Remember to keep record of you user name and password for future access to 

the account you established. 

11. If you forget your password, you can reset it by clicking on “Forgot Password” on 

the login page.  You will be prompted for security information.  If the security 

information is correct, you can create a new password. 

 

Note:  You can still access individual accounts by entering the user ID and 

Password (identifier) that was provided on the notification letter. 


