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#3 Test Report 
Submission 

THIS GUIDE SHOWS THE USER HOW TO SUBMIT A TEST REPORT 
VIA THE TESTER PORTAL. 
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1 Submit a Test Report from the Tester Portal 
1. Log into the Tester Portal and click “Test Report” navigation item. 

 

2. Click ‘New Report’ button. 
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3. Select a lookup method in the Search Type field and enter in the corresponding lookup information 

in the below field. You can search by BPA Serial Number, Premise Address, or Meter Number. In the 

below example, the search is done by Meter Number. 
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4. Fill out the information on the Tester Information screen, then click the ‘Next’ button. 

 

5. On the Device List screen, select the device for which the test report is being completed, then click 

the ‘Next’ button. 
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6. Fill out the fields on the Test Information screen, then click the ‘Next’ button. 
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a. For hazard assessment-related questions, there may be conditional fields displayed, 

prompting user to provide more information, as necessary. 

 

7. Continue to fill out the fields on the Test Information screen, then click the ‘Next’ button. 

a. If “Did you clean or make repairs to the backflow assembly?” is answered with “No,” then 

the Initial Test Reading Confirmation screen will be displayed next. 
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b. If “Did you clean or make repairs to the backflow assembly” is answered with “Yes,” then 

the Repairs and Final Test screen will be displayed next. Provide additional information 

related to repairs, then click the ‘Next’ button. 
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8. On the Initial Test Reading Confirmation screen, certify that the initial test information is correct, 

then click the ‘Submit’ button. 

  

2 Submit a Test Report from the C3 Portal 
1. Log into C3 portal as a PW Inspector or Supervisor. 

2. Navigate to one of the following tabs: Premises, Backflow Prevention Assemblies, or Test Reports 

3. Click the ‘New’ button. 
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4. Fill out the required fields and click the ‘Save’ button. 

 

5. To clone a Test Report, navigate to a Test Report record and click the ‘Clone’ button.  
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6. Information from the cloned Test Report will appear on the Test Report input form, which makes 

creating similar Test Reports more efficient. Modify information in any fields which should be 

updated for the latest Test Report, then click the ‘Save’ button.

 


	1 Submit a Test Report from the Tester Portal
	2 Submit a Test Report from the C3 Portal

