
Electronic Annual Report Program (EARP) 
 

Create/Log into Account:  

 
a. 1

st
 screen for first time registration or login with email and password 

 

 
 

 

 

b. For a first time user, using email to create an account.  The new user should receive an email from 

ADWR with the password. 

 
 

 

c. Once user has created an account (and received their password) they can log in under the “Already 

have an account?”  They are not required, but are encouraged, to change the default password at 

any time. 

 



After logging into account:   

• Step 1 – Select or Add New Right Number 

  

If the Right/Permit number you are selecting is not found in the Drop-down box you will need to add it by 

following these simple steps:  

a. click ‘Add new right number’ to enter the right/permit number you want to file 

b. When “Add new right number” is clicked, then a box at the bottom pops up where the right 

number is entered. 

c.  User MUST pick whether zero water was used or not.  If not, will get message: ‘Select 

Yes/No’ when trying to click “Next”. 

 

Screen when adding a Right Number: 

 
 

Screen when Zero-Use question is not answered:  

 
 

Select Yes/No 



� If requested Annual Report is not available for online filing through EARP. 

 

 

The user will see the following screen: 

 

 
 

 

 

���� Click the ‘Generate hardcopy annual report’.  The pre-printed annual report will be generated 

and emailed to the user. 

 

 
 

 

 



If EARP supports the summary type: 

 

• Step 2  - Verify Customer Information  
 

Step 2 will display all customer information found in RGR Database related to this right for verification.  

 

 
 

 

• Step 3 – Verify Right/Permit Information  
 

Step 3 will display basic information about the Right/Permit for verification. 

 

 
 

 

o users can email or phone ADWR to update this information 

o users navigate using the Next and Back buttons to move forward or backward 

 

 

 



 

 

• Step 4 – Enter Annual Report Information 

 

Step 4 will be the location where all water use, pumped and/or received, will be recorded. 

 

 

If filing for zero use: 

 
 

 

If not filing a zero-use: 

 

The menu under STEP 4 will change depending on the summary type being filed.   

 
 



If water was withdrawn from a well, this information is included in Step 4 

 

 
 

If a well is not found in the list, it can be added.  Use the ‘Add New Record’ to enter the data on the grid: 

 

If a well has wrong information, it can be changed.  Use the ‘Edit’ to enter the data on the grid: 

 

 

 
 

 

 

 



• Step 5  
 

Step 5 is the Review and Submit page 

 

At the bottom of the form there are 4 boxes 

 Name 

 Title 

 Email 

 Phone 

Beneath that is a checkbox stating that the customer certifies the information entered for this particular 

annual report is true, correct and complete. 

 

All 4 boxes and the checkbox must be completed in order to submit. 

 

 
 

 

The user then needs to click ‘Submit Report’ button to complete filing. 

 

If fees are involved, they will be directed to the Bank of America website to submit fee payment.  The 

payment must be paid in full to be considered a complete submission. 



Completed Annual Report:   

 

 

Upon complete submission, user will get a receipt with a summary of all the information that was entered 

online into EARP. 

 

 
 

 

 

 

 


