Reporting Water Use Online, Step by Step

[image: ][image: ]Step 1: Select ”Water Use Reporting” from the website www.oregon.gov/OWRD.

Step 2: From the next page, titled “Water Use Reporting,” select the “Submit your monthly water use data online" link under the Report Water Use section.    

Step 3: Enter your User ID number (xxxxxx) and Password (same number) in the input boxes, then log in.  If you don’t know your User ID number, call (503) 986-0905 or email wateruse@wrd.state.or.us.

Step 4: Check your contact information and update as needed, then click “Continue”. You will see a list of all the diversion points that are set up for reporting. To view more than five reporting points at a time, change the number in the “Records per Page” box and hit “Enter”:
[image: ]
Step 5: Click the “Select” link for a particular point of diversion.  Previously reported data will be displayed at the bottom of your screen, and you will have the option of selecting a new year to report from the “Add data for water year” dropdown menu.  

Step 6: A set of input boxes will appear. Enter your information into each box (either use amounts or zeroes for each month), and all other information that is applicable, then press “Submit.” A dialogue will ask if you are ready to submit, and will inform you of any missing data that is needed, or questions that need to be addressed before submitting the report.

[bookmark: _GoBack]Step 7: When your report has been accepted, the data will appear in the list of submitted reports, and you may “Generate Report for this Report ID”, or return to the list of all reporting points. A report may include any number of years, by changing the number in the “Records per Page” box. Note: by default, the years are displayed with the most recent year at the top, but you can reverse that order by clicking on the “Water Year” column heading.

[image: ]Step 8: To report use for additional diversion points, select the “Return to the list reporting IDs” link at the bottom of the screen. (If you have generated a report for an individual Report ID, you will first need to close the report window by clicking on the icon in the upper right of the screen.) 

[image: ]Step 9: After reporting for all diversion points, you may click on the “Generate report for all points of diversion” link and then select a year from the dropdown menu. 
You can print a report and/or download the data as a text file.
If you have questions or need assistance, call (503) 986-0905 or email: wateruse@wrd.state.or.us.
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