Backflow Device Result Entry Process

Step 1: Select your Certification Type.
Step 2: Enter your Certification Number.
Step 3: Single-click the “SEARCH” button.

Portland, Maine

PORTLAND WATER DISTFeT

Select Your Certification Type then Enter Your Certification # | Search I
0 NEW A

**Note: If your information does not show up, or, you haven’t been added to our database of certified testers,
you will be brought to the following page, where you can single-click the “ADD NEW” button to add your
information:

Portland, Maine

PORTLAND WATER DISTRICT

Certification number: 55555 was not found in our database. To add your certificate number to our database, click add Mew | — Add New | Ciearch Again |

w

Simply add your information, and single-click the “SAVE and CONTINUE” button to proceed.

Portland, Maine

PORTLAND WATER DISTRICT

Inspector CertNo: [55555 <+
Certification Type: |ABPA | ;
Expiration Date: (mmfddyyyyy)  d—

Inspector Mame: | ‘_
Inspectar Email: | ‘_
Company Mame: | -
Company Address: | -+
Company City: | ‘_

Campany Phone: |

Save and Continue | +—




Step 4: Verify the accuracy of your information.

Portland, Maine

PORTLAND WATER DISTRICT

Inspector Certho; -+
Certification Type: IWA;I *
Expiration Date: IW {mmfddfyyyy) d—
Inspector Mame: | John Q. Public | —_—
Inspector Email: | Entering E-Mail Is Ootional | ‘_

Company Mame: | ABC Services | ‘_
Company Address: 100 Main Street <
Company City: Portland +——
Caompany Phone: | 207-555-5555 | —_—

Save and Continue |

Partland Water District | 225 Douglass Street | PO Box 2552 | Portland, ME 04104-2553

Step 5: Once information has been verified, single-click the “SAVE and CONTINUE” button. (If any information is
inaccurate, simply fill in the correct or new information, then single-click the “SAVE and CONTINUE” button.)

Portland, Maine

PORTLAND WATER DISTRICT

Inspector Certho:
Certification Type: INEWWA 'l

Expiration Date: [3/31/2014 (rormn/ddfyyyy)
Inspectar Mame: | John Q. Public |
Inspector Email: | Entering E-Mail is Optional |
Company Mame: | ABC Services |
Company Address: 100 Main Street
Company City: Portland

Company Phane: | 207-555-5555 | /
| Save and Continue | |

Partland Water District | 225 Douglass Street | PO Box 2552 | Portland, ME 04104-2553




Step 6: Please enter the available account information into the appropriate box. (This information can be found
on the annual inspection letter that is sent out to the customer.) For example, if all you have is the backflow
serial number, simply enter the number into the “Backflow Serial #” field, and then single-click “SEARCH.”

Note: You do NOT have to enter information into all of the fields. Simply enter into one.

Portland, Maine

PORTLAND WATER DISTRICT

[ l— w— | logged in as: YWayne Barton
work Order#: l— _ISearch
Backflow Serialé: = Dxawmple: AT2343 || +—
Backflow ID#: January 04, 20X
The Company (Exampie of annual inspection letter.)

300 BACKFLOW RD
Portland, ME 04108

e ————————— | Account Number: 188888-30{ I ﬁ
w

Portland Water Diz

-~

Work Order #|Backflow Serial #|Backflow ID Service Rddress
7208XX 17z8X 368X 300 Backflow Rd, Portlamnd

Dear lued Customer:
The Sgate of Maine and| the Portland Whter District’s Rules require that

the BAckflow Preventer'is) located at e above facility be inspected
annually. The test is necessary to ensure public health is protected.

Step 7: Verify the accuracy of the information you just entered. Make sure the information you entered also
matches the information listed paying particular attention to the name on the account. Once all information has
been verified, single-click the highlighted “INSPECT” link on the bottom left.

Portland, Maine

PORTLAND WATER DISTRICT

logged in as: YWayne Barton
Account Mumber: Search
wark Order#: Search

Select a device below, or for a device not listel, click Add Mew Device to add it to our database.

Add Mew Device |

Work Order PWD ID Serial Number MFG Model BF Size Name Inspection Date
[ 0771 Exampie: A12345 HEECO  825Y 75 5/18/2013

Backflow Serial#:

Backflow 1D#:




**Note: If the backflow you are testing does not appear on the list, please click the “ADD NEW DEVICE” button

on the bottom left of the page:

Add Mew Device |

YoorkOrder

<+

Inspect

PWD ID

Serial Number

MFG Model BF Size

———

Proceed to Step 8, where you can enter customer information, backflow device information, and the test results.

Step 8:

moo0w2>

rder Mumber:

Py DId:

[ 1]
[ 1

: Verify or enter information if adding a new device

Enter the PSID into the appropriate boxes.

From the drop-down menu, select the appropriate result.

: Verify the date of inspection is correct. If not, enter in the correct date.
Single-click on the “SAVE” button.

Customer:

Address:

Backflow Location Motes
Manufacturer:

Maodel:

Serial Mumnber:

BackFlow Size:

—
—
e

75

Check Walvel:
Check WValve2:

Relief valve:

5.7

5.2
2.5

ClosedTight:

PassFail:

Yes

|
Pass j_

Inspection Date:

341872013

%




Step 9: Once you’ve hit the “SAVE” button, you will be brought to the following page:

Portland, Maine

PORTLAND WATER DISTRICT

Inspection has been saved. Please use your browsers print function logged in as: Wayne Barton

to print this_page to keep for your records.
Continue
wWork Order Mumber: l:l
pword: [ ]
Customer: | ‘

Address: | ‘

Backflow Location Motes: |

Manufacturer: l:l

Maodel: l:l
Serial Number: l:l
BackFlow Size: IF’S—
Check Valvel: IE?—
Check Valve2: IBZ—

From here, you can print the page for your records, or, click “CONTINUE” to return to the “Account Information”
page where you can add additional backflow inspection results.



