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Registering for SAMS Universal Portal

On the login page, select a city and click on “Registration form” to register as a user.

SAMS Universal Tester Login Page

ﬂNstdrr

Username

Password

Select Appliction

Registration Form
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The user will be taken to the Registration form where all details for the tester can be entered.

After all details are entered, click on the Submit button and the registration form will be sent to the

jurisdiction for approval.

Tester Registration Form

First Name

Enter First Name Here..

Address -1

Enter Address Here..

Address - 2

Enter Address Here..
City
Enter City Name Here..

Email

Phone Number

Enter Phone NMumber Here..

CAPTCHA

Ifé} Show another code

ﬂNjadrr

Last Name

Enter Last Name Here..

State Zip

Enter State Name Here.. Enter Zip Code Here..

Company

Enter Company Name Here..

Fax

Enter fax Number Here..

Type the code shown:

&NJEGI-‘I‘

Page |4



Logging into SAMS Universal Portal

Once approved by the jurisdiction, the URL to SAMS Universal Portal and password will be sent by email.
Login using the information and “Select Application”. This is the jurisdiction where test reports, tester, or

company information are entered.

SAMS Universal Tester Login Page
A
ANJBsdrFr

FOOOOO @000

sessssEnew

| Select Application w |

City of 5an Carlos
City of Bastian
City of Pueblo

Login

Registration Form
Forgot Password

Once in the portal, the chosen jurisdiction will be in the drop down.

8l oy o 0K MK

SAM5 Uninversal Tester

Sl Al Lity of San Carlos

If a user wishes to select another city to enter test results, click “Select Application” on the dropdown on
the top of the page and select the city.

The user will be taken to the City’s tester portal page.

SAMS Universal Tesler

Select Appacation .
Select Application I

Backflow City of San Carlos

RES City of Bastian
B I City of Pueblo — l
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Getting Started

The main menu of the portal is the left side. The portal defaults to the “Search & Upload Test Results”
page. This is where test reports are entered.

SAMS Universal Tesber

Selesd & ppiad bt

weaich & Ulphosd Tesd Resulis
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Creating and Uploading a Company Logo

The Company Logo can be uploaded and will be on all test reports that are generated in SAMS Universal
Portal. To add the company logo, click on “Add/Update Logo”.

I Company Logo

The Company Logo screen will pop up.

Company Logo

Width (in pixel): | Width (in pixel Height (in pixel): |Height (in pixe!)

Update Image Size Save Company Logo

Selact an image for upload...

Enter Width, Height and “Select an image for upload”. The logo is uploaded.

Width (in pieel): 400 Height (in pixel): 400

| Update Image Sze Sawe Company Logo

Seledt an image for upload...

AANJ&SGI-T
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By clicking on the “Save Company Logo” a pop up will appear. Click on “Update to selected systems”. The
drop down has other jurisdictions that the user can send their information to. This eliminates the need to

enter the information numerous times.

Company Logo

width (in pixel):

Update Image Sze

spicht (in gecel): 1ol

Sawve Company Logo

Select an Wnage for upload...

In the drop down under “Systems” click on the jurisdictions that the information is to be sent to for

approval. When done close window.

Choosge System(s) to Add/Update Company Logo

(] oy o i

{rval b

(el Puety

M Updale bo selcted syclemis)

&NJECSI-‘I‘
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Adding and Updating Testers

Tester Details enables the user to enter add a new tester, gauge, add or edit company details.

& Tester Details

To add an new tester, Click on “Add New Tester” from Tester Details. Add the tester name, address, city,
zip, etc. When done click “Next”.

P

Compary .
Fril Kame L3%1 Warme

Eddreast Agmirenn]

oy e

g Coil

Email Fau

B b

Click on “Create New”.

New Tesler Dedails

| nomner [

Crowln Mow I

Aot
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The “Insert/Update Tester Certifications” will pop up. Fill in the tester’s certification information. When

done click “Save” and close.

Insert/Update Tester Certifications

Certification Number
Certitying Authority
Certification Issue Date

Certification Issue Date

Certification Exp Date

The information has been entered, click “Next”.

ALl || Gt e R e

FN | N BN, R

Sy 10 1 0§ e

T e e Dl

1325

G DA Dane

Upload the tester certification into the “Document” tab. Click “Upload Files”.

Achon o Dipcunant Mara Import Drle

Mo Adta @adane in Tt

Seanch

ANIBsarT
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The “Upload File” pops up. Click on “Add”, choose file, and click “Upload”.

Upload File

Add

Cancel

The file has been successfully uploaded. Click “Finish” on the bottom right of the screen.

AehOn Ta-] D s K g Lute ke vy bR de L ungrissde
ie Tesier Cerhoabor: doo I I00 00 AR Aadeniin 1 SINTIE 117 267584
g 1o - - -
~{ =

“Choose System (s) to Add New Tester Details” will pop up. When the drop down under “Systems” is
clicked the user will be given a menu of other jurisdictions to choose from. When chosen, the tester will
automatically be sent to the other jurisdictions for approval. This eliminates the need to enter it numerous
times.

When done close the window.

Choose System(s) to Add New Tester Details

Systems
Iny of e Lo

o e

M Update to selected system(s) Close
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Updating Tester Information

“Tester Details” enables the user to update any tester within their company. Click “Tester Details”.

& Tester Details

Choose the tester to update from the drop-down list.

Under “Tester Details” click “Edit”.

Tester Details

Company

=1

The “Update Test Details” will pop up with the current tester information. Click “Next”.

Update Tester Details
[
Compary

First Hame

Addressi

ity

Iip

Email NCRCNCH, N NN, K,

Moyved B 3 new
company?

Lasl Harms
Address?

‘Hate

Call

Fax

NN A BTN

ANIBsdr
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The “Update Tester Details” pops up. Click “Create New”.

Update Tester Details

Information Docurments

Show | 10+ | enines

Search

[ Certifying Certification Issue
Action o Certification Number Authority Date Certification Exp Date

Mo data available in abde

Showing 0 to 0 of 0 entries Previous MNizxl

-

The “Insert/Update Tester Certifications” will pop up. Fill in the tester’s certification information. When
done click “Save” and close.

Insert/Update Tester Certifications

Certification Number
Certitying Authority
Certification Issue Date

Certification Exp Date

ANIBsarT ree B



The information has been successfully entered, click “Next”.

G anage (ap Dave

Fa | A K LFp ks

Socnng 1101 001 o0t — ' |

To upload the tester certification, click the “Document” tab, and click “Upload Files”.

Lisisaet Piless

Ehowm L w Enines 5

Dcamanrs Namag

MO A3a ssadaiie intanie

From the “Upload File” window, Click “Add”, choose file, and click “Upload”.

Upload File

Add

The file has been successfully uploaded. Click “Finish” on the bottom right of the screen.

Ty 1
il v el Satn
Achon [=] Do umesd Mo A iy Lablude L urgrtcds.
iBE FE Tesler Cenhoator dnos R I 00 € 500 AL A 1 MITIE 17 JETERL

Femtin m
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“Choose System (s) to Update Tester Details” will pop up. When the drop down under “Systems” is clicked
the user will be given a menu of other jurisdictions to choose from, click the jurisdiction. When chosen,
the tester information will be sent to the other jurisdictions for approval, eliminating the need to enter it
numerous times.

When done close window.

Choose System(s) to Update Tester Details

Systems City of 5an Carlos
City of Bastian
City of Pusblo

M Update to selected system(s) Close

Page |15
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Updating Company Information

To update company details, click on “Company Details”.

& Tester Details

“Company Details” will pop up.

All Rackflow INC
v
Commpany Dot
Company Mama AN B o I
Addressl 401 W LICAFROE 5T hdoressl
! ity i S
o i (i o MO0
Fan Es
fori
Conbractor el Corfiepdicr - mured

Click “Edit” above the “Licensing Details”.

Company Details

Company Details Licensing Details

Page | 16
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Click “Create New” to update the company license information.

Update Company Details

Company Delails Licensing Details Insurance Documents
Creale New

Show | 10+ entnes Search:

i Issue Expiration
License Number Licensing Agency Date Date

Mo data available in table

Previous Next

Showing O te 0 of 0 entnes

Enter the information, click “Save” and close.

Insert Licensing Details
Licenses Mumber
Licensing Agency

License Type -

Issue Date

Expiration Date

Page |17
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The information has been successfully entered, click “Next”.

Update Company Details

Company Delails Licensing Details Insurance Documents

Show 10~ eniries

License Number Licensing Agency

# B 997 123456789 OO, Plumbing

Showing 180 1 of 1 entries

Issue
Date

12122021

Search

Expiration
Date

12122025

Notes

Previous

Previgus

Mexd

Follow the same procedure to enter insurance information. When done, click ‘Next”.

Update Company Details

Company Delails Licensing Details Insurance Documents

Create New

Show 10w eniries

No data available in tabke

Showing 0 to 0 of 0 entries

Paolicy Murnber

Search

Insurance
Exp Date

Previous

Previows

Insurance
Values

&N\JEGFI‘
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When done entering insurance, a warning will appear, warning the user to only enter the company
documents. Upload the appropriate files and click “Finish”.

Update Company Details

Company Detaits Licensing Details Insurance

Upload OMNLY the following documents here - AZROC Licenses, Liability Insurance Certificate and Business/Tax License

Upload Files

Show ~ | entries Search

10
Action L ﬂ Document Mame Import Date Added By Lengitude

No data availaible in table

Showing 0 to 0 of D entries Previous et

Previous

“Choose System (s) to Update Company Details” will pop up. When the drop down under “Systems” is
clicked the user will be given a menu of other jurisdictions to choose from. When chosen, the company
details will automatically be sent to the other jurisdictions for approval, eliminating the need to enter it
numerous times.

When done close the window.

Choose System(s) to Update Company Details

Systems (ity of San Carlos

ity ofBastian
Gy efBuctio

M Update to selected system(s) Close

Page |19

ANIBsarT



Adding a New Gauge

To add a new gauge, click on the “Gauge Details” tab, click “Create New”.

Gauge Details

Company

4 Create New

“Add/Update Gauge Details” will pop-up. Enter the information of the new gauge, click “Next”.

Add/Update Gauge Detalls

General Data Histony of Calibration Documents

Serial Number Make

SO0

Medel MO0 Status Active v

“Add/Update Gauge Details will pop-up, click “History of Calibration’, and “Create New”.

Add/Update Gauge Details

General Data

& Creah: New

This History of Calibration I5 view only. Click Create New to add another History of Calibration,

History of Calibration Documents

Show 10 w  enines Search
Action Ik | D Date Calibrated Status Calibration Renew
No data available in table

Showing 0 to 0 of 0 entries Frevious Mext

Page |20
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Once the information is entered, “Save” and close.

] Insert/Update Calibration History

I Date Calibrated

12/12/2021 =
Gauge Status CURRENT -
4  Calibration Renew 12/12/2024 =

The gauge has been successfully entered, click “Next”.

Add/Update Gauge Details

General Data History of Calibraton Documents

+ Create New

This Histary of Calibration is view enly. Click Create New to add ancther History of Calibratien.

Show | 10 v ENines Search:
Action i | D Date Calibrated Status Calibration Renew
# B 1414 12272021 CURRENT 12M2r2024

Showing 1101 of 1 enlmes Previous Mext

Previous m

Page |21
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Add/Update Gauge Details will pop-up with a warning to the user to only upload gauge calibration
documents. Click “Upload Files”.

Add/Update Gauge Details

General Data History of Calibration Documents

Upload ONLY the following document here - Gauge Calibration Report.

Show| 10 « enires Search

Action L | o Document Name Import Date Added By Latitude Longitude

Mo data available in table

Showing O to 0 of O entries Previous MNext

The file has been successfully uploaded. Click “Finish”.

Add/Update Gauge Details

General Data History of Calibration

Upload OMLY the following document here - Gauge Calibration Report.

Upload Files
Show 10~ entres Search
Action IL | ID Document Name Import Date Added By Latitude Longitude
Y] 23799 Gauge Calbration(1).jpg 12/12/2021 9:37:44  KATHLEEN 335529765  -112.2675922
AN
Showing 1 to 1 .of 1 entries Previous - Mext

ANIBsarT res iz



“Choose System (s) to Update Gauge Details” will pop up. When the drop down under “Systems” is clicked
the user will be given a menu of other jurisdictions to choose from. When chosen, the gauge details will
automatically be sent to the other jurisdictions for approval, eliminating the need to enter it numerous

times.

When done close window.

Choose System(s) to Update Gauge Details

Systems Gty of 3an Carlos

Gty of Bastian
Gty of Puablo

M Update to selecied system(s) Close

Page |23

ANIBsdr



Updating Gauge Details

To Update a company’s test gauge, click on “Gauge Details”.

& Tester Details

A list of all the gauges assigned to the company is listed. To update a new calibration for a gauge, click the
“Pencil” under the “Action” column.

Sy Y-

The “Add/Update Gauge Details” will pop-up.

Add/Update Gauge Details

General Data History of Calibration Documents

Serial Number ‘ Gauge #1| Make Midwest

Model a45.5 Status Active .

Page |24
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Click “History of Calibration” and “Create New”.

— 00O0O0O0OoO0OoO0OoO0Oo0Oo0O0OUOUVV& _—

Add/Update Gauge Details

General Data History of Calibration Documents

Enter the information, click “Save” and close.

Insert/Update Calibration History

Date Calibrated

121272021 =

Gauge Status CURRENT -

o )
{4  Calibration Renew 19/12/2024 =

ANIBsarT
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Click on the “Documents’ tab. The “Add/Update Gauge Details” pop-up will remind the user to only
upload gauge documents. Click on ‘Upload Files”.

Add/Update Gauge Details

General Data History of Calibration m

Upload ONLY the following document here - Gauge Calibration Report.

Upload Files

The “Upload File” will pop-up. Click “Add”, choose file, and “Upload”.

Add/Update Gauge Details

General Data History of Calibration m

Upload OMLY the following document here - Gauge Calibration Report.

Upload File

Cancel

Page | 26
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The file has been successfully uploaded, click “Finish”.

Add/Update Gauge Details

General Diata History of Calibration m

Upload ONLY the following document here - Gauge Calibration Report.

Upload Files
Show 10 W | ENNES Search
R ] T T T P T
23798 Gauge Calibration jpg 12122021 84018 Admin 335529722 -112.26T58TS

AN

Showing 110 1.0f 1 enines PIEVIOUS Next

“Choose System (s) to Update Gauge Details” will pop up. When the drop down under “Systems” is clicked
the user will be given a menu of other jurisdictions to choose from. When chosen, the gauge details will
automatically be sent to the other jurisdictions for approval, eliminating the need to enter it numerous
times.

When done close the window.

Choose System(s) to Update Gauge Details

Systems Gty o San Caos

Gty of Bastian
Gty of Puebilo

M Update to selected system(s) Close

Page |27
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My History

My History contains the test reports that the user has input into SAMS Universal Portal. The information
contained in My History are the Accepted, Pending Review, and Rejected.

“Accepted” are the reports that have been accepted by a jurisiction. “Pending Review” are the reports
that have not been accepted, are waiting for approval from the jurisdiction. “Rejected” are reports that
the jurisdiction did not accept. In the case of a rejection, the user will get an email from the jurisdiction
indicating why the reports were rejected. The user will correct the issue and re-submit the reports back
to the jurisdiction.

B My History

Click on My History

Accepted Pending Review Rejected

Export To =

All the test reports, company, and tester information the user has entered will be under “Accepted”.

Wy Hishory

Exposi To =

Abert Type T Hotes T Alert Date T Accepied By T Accepted Date

T  TestResult submited for X2 | T | 121272021 X - |7 urisdiction Stas T 1214320 X

This history can be exported to Excel by clicking “Export” and choosing XLSX.

Export To + ‘

XLSX
XLS
PDF
csv
RTF

Page |28
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Click “Pending Review” to view reports that have been submitted to the jurisdiction, but are not accepted.

My History

Acoephed Pending Review Rejerted
Expart To =
ietion  Alert Typa T hNotes

T Alert Date T

Edit Test Report Test Result submitted for J124587 by Admin 12/11/2021

Click on the “Rejected” tab. If the user has any rejected reports, they will be populated here. Please see

Page 53 for more on “Rejected” test reports, tester, and company information and how to enter the
information and re-submit to the jurisdiction.

My Histony
Export To =
Action Alert Type T Mobes

T  Alert Date T Aejected By T  Rejocted Date T

Mo data to dsplay

ANIBsarT rreel®



Forums

Forums is a place that Jurisdictions can send messages to multiple users or a single user. Click on “Forums”.

=22 Forums

Click on the message to review.
I

. City Updates for Testing Companies

Page |30
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Entering Test Reports into SAMS Universal Portal

To enter test reports, a “Letter Code”, “Schedule ID”, or an “Authorization Code” is needed. The
jurisdiction generate these codes and they are on the letters sent to the customer.

e The “Letter Code” can be used for a passing test report and repairs, if devices fail. The “Letter
Code” is good for one year.

e The “Schedule ID” is only used for one device, one report.

e The “Authorization Code” is a code that the jurisdiction assigns to a commercial business that will
not change year after year. The jurisdiction can only assign and change an “Authorization Code”.

o

Search & Upload Test Resulls

Seanck

Search By Senal Numbeér - SchedulkelD

Search By Lefer Code

Sesarch By Ahoriration Cooe

By Lener Code w Add Mirw | Missing Device m

Device FEBCO LF825Y 1" Test Due Date 01/31/2022
Address | 7110 W Parsons Dr Serial Number | J124587
Schedule ID | 128574 Letter Code 20220131AB Meter Number | 57795896

Location: BY THE BACK OF THE WAREHOUSE

Once the ‘Letter Code”, “Schedule ID”, or “Authorization Code” is entered, Click search. Here, we are
using the “Schedule ID”.

The “Device Details” tab contains all the information on the device, verify to ensure the information is
correct. When verified, click on the “Initial Details” tab.

Search & Upload Test Resulis

Leak-up Search By Serial Number - SchedulelD - 124587 128574 HAudd Bew | Missing Device m

Iniftial Details nitial Resulls Documents Final Detaits Final Resulks Propery Infoematon

Change-out Device

Serial Humbser 2T Hansen 10

Manutacturer FEBCO w  Mooa LFa25Y

Size 10 Device Type Re

Service Type Domesatis e Water Meter Number 57795055
Location BY THE BACK OF THE WAREHOUSE Eslect Tesd for this Davica Mene selected -
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Entering a Passing Test Report into SAMS Universal Portal

The “Initials Details” tab contains the details of the individual entering the test results, the tester that
tested the device, the date the device was tested, test gauge used, and the result of the device
inspection, true is passing, false is fail.

Samrch & Updosd Tosd Rosaills

Look-up Sparch By Seral Mumber - Schduieil

L Prossare (Pl

Once the Test Date, Passed?, Tester Name and Gauge Number is entered, click on the “Initial Results

tab.

Sanrch & Upload Test Rasults

B mm

Labai
Company . Teaw

Ertered By Py Email AGcress -

¥t Date 2 11 5456 Pu End Dote VIR 11 515 P
Test Date Toat Ky

Teat Macerved Date hotes

Fainad? - Ghuge

”

Faiest Schedule 128574, SerialNumber 1124587, Mod BCO LFB2
Cesnpany o w| Tewbw Taster Mame -
Entered By . Email Address X RN
$inrt Dae 12020 115959 PIA End Dms FAR2020 115959 PM
Tesd Date 22021 13 00 AM ] Test Fay 185376
Test Ruceoed Dt u L I
Pussedt True v ~ Gauge 6573152 N
Lirse Prossure (psi)
Page |32
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Initial test will be entered under the “Initial Results” tab. Click the first box under the “Action” column to
enter the results for the first check valve.

Search & Upload Test Resulls

s Sy Dy Al Number: ScTiec ey ) iy 10 mmm

5 Initial Resuls Documents Final Detais Fimal Resuks

Device Details

Shor 10« eniies Seanch
Action ] Parameter Condition Assessment Reading
bp -2 First Check oK
37365 Sepond Ched oK
37366 RO O

Showing 1 o3 af 3 endres Previous Hexd

In Schedule Results Details, click on the “Condition Assessment” and enter the condition of the first
check valve.

After entering the Condition Assessment of the first check valve, enter the Reading for the first check
valve and select “Save” and close the pop up.

Schedule Result Details

Parameter First Check -
Condition Assessment Closed Tlght -
Reading 6.9 ‘

Follow the procedure for the second check and the relief valve. When done, click on “Save” and “Close”.
Next, click on the “Documents” tab.

Page |33
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The “Documents” tab allows the admin to upload any documents or photos from the inspection. Click
“Upload Files”.

Search & Upload Test Results

Look-up Search By Serial Mumber - SchedulelD w| | J1z4s87 128574

Device Details Initial Details Initial Results Dascurments Final Details Final Results Froperty Information

Upload Files

Show 10w entries

Action ] Document Mame Import Date Added By

Mo data available in table |

From the pop up, click “Add”.

Desice Details initial Cetals Instial Riswits Documents Finai Detals Finad Resuls Property Information

Upload File

Lipsaad Cancel

Page |34
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Once the file is added, click “Upload”.

Upload File

Rismve
1124587 Device Phato.docx

Your file has been uploaded.

IShow 10 ~ | entries Search:

) O S N
16327 J124587 Device Photo.docx 12/5/2021 8:15:37 AM Kathleen 33.5529646 -112.2675843

IShowing 110 1 of 1 entries Previous Next

Once all the information for the passing results is entered, click “Property Information and verify that
the information is correct. Once verified, Click the “Save” button.

Bacitiow Owner Lesiers Wholefoods Lester Wikson

Fheas ARB5E. 1313 . Lesten@rahoksalfonds oom

The following pop up will appear, click “OK”.

Massage

| Pinasa ciick on Compiets & Create
Raport to sebmit Te repart

Page |35
&stdrr



The Validation screen will appear for your review. If any dots on the validation screen are red, new

company/tester information will need to be entered or the test results may be rejected by the
jurisdiction. Click “OK” to close the screen.

Validate Result
Show| 10 w | entries Search:
HE=
Limit (0} a
O This testing company is active
O Company Landscape License ROC-XXX 0K is acceptable. Expiration
Date: 12/31/2022 12:00:00 AM
O Company Business License Licenge City of X2O0KK License is
acceptable. Expiration Date: 12/31/2022 12:00:00 AM
@ Company Insurance Policy X000 is acceptable v
Showing 1 to 9 of 9 entries Previous Next
Ok
A
Click “Complete & Create Report”.
Look-up Search By Sénial Number - SchedulelD w J12458T 1 4 mm m
(o o [ e ot
Device Details Initial Detaiks nitial Resuits Doouments Final Detais Final Resulis

ANIBsarT rree i



The report may be printed out or downloaded. Click “X” box in top right corner to exit.

Backfiow Prevention Assembly Test and Mainlanance Report
Customer Informaticn
Customer | Progerty Name Lester's Wholesale Foods

Contact Name
Property Address 7110 W Parsons Dr

Assembly Infrrmaticn

'l‘f Moded &: LF825Y

FEBCO Seniah¥ 1"
Manufacturet By the backdoor  Service Type Domestic
Location: of the warehouse  Waler Meter No: 001258345

The following highlighted warning will appear. This indicates the report was submitted to the jurisdiction
and is pending approval.

Search & Upload Test Results

Look-up Search By Serial Number - SchedulelD v | 124587 128574

O Complete & Create Report

This test report is already submitted. If you edit and resubmit, it will overwrite previous submitted report.

You may also confirm pending approval from the jurisdiction by looking in “MY History” under “Pending
Approval” tab.

My Hisdony

Expoit To =

Action  Alerl Type T Gioies T Alert Dale T

Edit Test Report Test Result submitted for 1124587 by Admin 12/11/2021
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Once completed, log out of SAMS Universal Portal by clicking on login name, at the top right of the
portal, click on “Log Out”.

FOODOOCEIOO0

v ¢ Log Out

Page |38
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Entering a Failed Test Report into SAMS Universal Portal

The “Initials Details” tab contains the details of the individual entering the test results, the tester that
tested the device, the date the device was tested, test gauge used, and the result of the device
inspection.

Soarch & Upioad Tewd Rosulls

Lab# ;
Company Al BackFlows Tnc - Teater

Ertered By R Email Agcress

szan Dats e Ena Date LAV0T 11558 Pl
Tos1 Diate Toat Ky

Test Beceived Date [

Pasies? .  Csuge

Line Pressure (psi)

Once the Test Date, Passed?, Tester Name and Gauge Number is entered, click on the “Initial Results”
tab.

Device Details nitial Details Initial Results Documents Final Details Final Results Froperty Information
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“Schedule Result Details” will pop up, click on “Condition Assessment” and choose condition of the first
check valve. In Condition Assessment drop down Choose “Failed” and enter the reading.

Follow the procedure for the second check and the relief valve. When done, click on “Save” and “Close”.

[ e
Schedule Result Details

Parameter

First Check w
Condition Assessment Failed o
Reading 45

Once all the information is entered, click on “Save”. The following pop up will appear, click “OK”.

Maszage

Plaass clck on Compiets £ Create
Raport to submit Be repart
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The Validation screen will appear for your review. If any dots on the validation screen are red, new

company/tester information will need to be entered or the test results may be rejected by the
jurisdiction. Click “OK” to close the screen.

———B_—;_——am——__—_—_—aaa—sstt—————
Validate Result
Show | 10 w | entries Search:
Lirnit {0 "
0 This testing company is active
C Company Landscape License ROC-XXX0X is acceptable. Expiration
Date: 12/31/2022 12:00:00 AM
O Company Business License Ljcense City of X300 License is
acceptable. Expiration Date: 12/31/2022 12:00:00 AM
) Company Insurance Policy X000 is acceptable T
Showing 1 to 2 of 9 entries Previous Next
OK
A
Click “Complete & Create Report”.
Lock-up Saarch By Senal Mumber - ScheduleiD w 1243 1 4 mm m
=) e
Devwice Dedails Initial Defails nitial Resuits Doouments Final Details Final Resulis
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The report indicates that the initial test failed. The report may be printed out or downloaded. Click “X”
top right corner to exit.

Repom

=  TesterReportasps

Customer | Property Name Lester's Wholesale Foods

Contact Name: MiA
Property Address: 7110 W Parsons Dr
Assembly Information Initial Test
Type: RP adel #: LF825Y Result
Size: :EEED wiald: 1"
Manufacturer: kd svice Type: Domestic
Location: Eivluhfg::ehnu;e ater Meter No!  pp1258945 FAI L
Assembly Test Information Test Date: 2021-12-11

[Eecond Check 58 Jox

The following highlighted warning will appear. This indicates the report was submitted to the jurisdiction
and is pending approval.

Search & Upload Test Resulis

Look-up Search By Serial Number - SchedulelD v | 124587 128574 BT e

o0 Complete & Create Report

This test repert is already submitted. If you edit and resubmit, it will overwrite previous submitted report.

You may also confirm pending approval from the jurisdiction by looking in “MY History” under “Pending
Approval” tab.

———
Action  Alert Type T otes T Alert Dade T
Edit Test Report Test Result submitted for 1124587 by Admin 12/11/2021
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Once completed, log out of SAMS Universal Portal by clicking on login name, at the top right, click on
“Log Out”.

FOOOOCCEIOO0

v O Log Out
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Entering a Repair Test Report into SAMS Universal Portal

When a device fails and the report submitted to the jurisdiction, a new letter is sent to the customer for
repairs. The new “Schedule ID” can be used or the “Letter Code” from the original letter can be used.

Here, the “Letter Code” is used.

Device FEBCO LF825Y 1" Test Due Date 01/31/2022
Address | 7110 W Parsons Dr Serial Number | J124587
Schedule ID | 156836 Letter Code 20220131AB Meter Number | 57795896

Location: BY THE BACK OF THE WAREHOUSE

(1]

Search & Upload Test Resulis

Look-up Search By Lefler Code

=

Once the “Letter Code” is entered, click on “Search” and the Device List will pop up. Click the box under

the “Action” column for the device.

Device List
Export To = -

Enter text to search..

: Facility Waler ’

2 Mokl Serial Device Service Mister L At

Action jd T Number Numbes T Make T Size T Type T Troe T Information T Meter T Size T Status T 1D
I Number
1934 Lra2SYA 124587 FEBCO 1 i Landscape 920 5Tra%s 100 Failed
Page |44

ANIBsarT




The “Final Details” tab is highlighted and the “Has Final Test?” is checked.

Search & Upload Test Resulls

e, Search By Letter Coge v | 20220131AB [ o Searn |

Device Detais nilial Cetais nisal Resuls Docurments] m Final Resuns Property infonmason

3 Final Test? [ ]

Show | M v oS Fenith

AChon o Paramatnl Acoon Taken

= 34Te  Firsl Check
JaTT  Becond Chece

TR RVO

Showing 1 10 3 of 3 entnes

Click the first box under the “Action” column to enter the results for the first check valve.

Search & Lipkoad Test Resulis

Addd Mew | Messng Device

Look-ap Search By Seral Number - SchacuiiD w! | nauser 128574

Device Details g Detais m Documants. Fimal Details Final Resuks Propesty Informaticn

Search

Condition A ssesmant
a6 First Check OK
O ITIBS Second Check O
3766 RVO oK

Prewious. - Hexl

Showing 1 1o 3 of 3 entries

Page |45

&NJEGI-‘I‘



Click the drop down on “Repair Action Details”, and check what repairs were done on the first check.
Once completed, click “Save” and close the window.

Follow the procedure for the second check and relief valve.

Repair Action Details

Parameter First Check

Action Taken | Cleaned, Rubber Kit ~ ‘

. [] selectall .
[] Debris

[] Diaphram Replaced
[] Disc Replaced

[] Guide Replaced

(] Lock Nuts Replaced
[] O-Ring Replaced
(] Parts Replaced

(J Plugged
[] Retainer Replaced
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Under the “Final Test Details”, enter the “Final Test Date”, Final is Passed?”, Tester Name, and Gauge.

Rupasr Dot

LT3 i) Far prated ALnon Taiedh
LTE Firsl CrabCk Cheaned Rubie #i
| Rt i
HTE RV

Srowng 1103 63 enines Prow -

Final Fost Delalbs

Comganry ! w a Tazier . -
Erthrad iy -~ LT ——

Final Test Date - Final Hotes.

Final iy Passaa? S - (Gauge -

Click on the “Final Results” tab.

m Initial Test Detaits
Device Details Initial Details Initial Results Documents Final Details Final Results Property Information

Click the box under the “Action” column to enter the results for the first check valve.

et s Deots

Device Details Initial Details Initial Results Documents Final Details Final Results Property Information

Show ! 10« enlries

Parameter Condition Assessment
O o 3736 First Check QK
Do T Second Check (8.4
| ATaTa RV 0K
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On “Schedule Results Details” click “Condition Assessment” and enter the condition of the first check
valve.

After entering the Condition Assessment of the first check valve, enter the Reading for the first check
valve and select “Save” and close the pop up.

Follow the procedure for the second check and the relief valve. When done, click on “Save” and “Close”.

Schedule Result Details

Parameter First Check v
Condition Assessment Closed Tlght -
Reading 6.8

Once all the values are in Click “Save”.
Device Delals ni=al D i nfial Resals Dacuments Final Detads m =
i w
AChon L] CONI0N A% 8] Hagong
sl Tha
il
3ATE [24F ] ald 33
Snoming 1103 ol 3 amnes =y b n Hest
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The following message will pop up, click “OK”.

Message

Please click on Complete & Create
Report to submit the report

The “Validate Result” will pop up. Review and click “OK”.

Validate Result

Show 10« entries Search:

Final Test - The Condition is not equal to OK, but test result is set to pass.
Potential Inconsistency.

Final Test - Constraint Check Failed: Reading (5.8) Should be Less Than or
Equal To Limit (0}

Final Test - This testing company is active

XXXX

‘ Final Test - Company Landscape License ROC-~ xxxx s acceptable.
Expiration Date; 12/31/2022 12:00:00 AM B

Showing 1 to 10 of 10 entries Previous MNext

OK
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Click “Complete & Create Report”.

Loak-up

Sfarch By Sénal Numbeér - SchedukelD - J12458TF 138574

'I |
Device Details Initial Detaits nitial Results Doouments Final Delais Final Resuls Froperty Information

The report may be printed out or downloaded. Click “X” box in top right corner to exit.

Backfow Preventon Assembly Test and Mantenance Report
Customer Information

Customer | Property Name:  Lester's Wholesale Foods
Contact Name
Propsrty Address 7110 W Parsons Dr

sambly Inf "
o g Final Test
Type. - Modei &
el o Result
Manufactures By the backdoor  Service Type P ASS
Location of the warehouse Water Mater No:

The following warning will appear. This indicates the report was submitted to the jurisdiction and is
pending approval.

Search & Upload Test Results

Look-up Search By Serial Number - SchedulelD v | J124587 128574 m Add New / Missing Device

o Complete & Create Report

This test repert is already submitted. If you edit and resubmit, it will overwrite previous submitted report.

You may also confirm pending approval from the jurisdiction by looking in “MY History” under “Pending
Approval” tab.

Kby by

Export TG =

Mction  Alert Type T obe T Mdert Diaitn T

Edit Test Report Test Result submitted for 1124587 by Admin 12/11/2021
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Once completed, log out of SAMS Universal Portal by clicking on login name, at the top right, click on
“Log Out”.

FOOOOCCEIOO0

v O Log Out
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Changing out a Device in SAMS Universal Portal

When a device is changed out in SAMS Universal Portal, the user will enter the details of the new device
in “Search & Upload Test Results”. Click “Device Details” and check “Change-out Device.

Sonach & Lipload Tosl FResuts

ErsapESul Deulce ]

BESLE MM = . Harses 10

MmreAtner e . Moo

Sigw Davice Type w
Eeusin Tige & WiHp Mg Himer

Lt BAC K DO OF Wi P Hriert i e e Deviae

Enter Serial Number, Manufacturer, Size, Model, and Device Type for the new device. Once done, click
“Select Test for this Device” at the bottom right of the window.

Select Test for this Device

Click “Initial Details” tab and follow the procedure for entering a passing test report.

Labssi
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Rejected Tester or Company information

Below are a few reasons that a jurisdiction may reject test reports or company/tester information:

e Tester certification has expired

e Tester gauge has expired

e Company insurance (if required by jurisdiction) has expired

e Company city license (if required by jurisdiction) has expired

e Company Registrar of contractor license (if required by jurisdiction) has expired
e Sufficient documentation was not uploaded into SAMS Universal Portal

e Test results on test report are incorrect

When the jurisdiction receives test reports or company information, they look at the information and
either accept it or reject it. If the information is accepted, the status will appear under the users
“Accepted” tab in My History. If the information is ” rejected”, the status will appear under the
“Rejected” tab in My History.

Once information is “rejected” by a jurisdiction, the user will be sent an email indicating why the
submitted information was rejected.

Tester certification has expired. Upload your recent re-certification and re-submit the test report.

Test Details

Labet bl NETYE bl Mraiei] EETNE Scatitis e PR

Company: Tesrter: s
Erored by e Ermail dddbess T
S i ERar Erel Dt e
Toul Bate FEREE Tl ey S0TE
Treui Rl et Dupie Feriret Hones Tenest P
b Pansed® - Gaug: [rEsren

Once the user receives the email and logs into SAMS Universal Portal to make the corrections, the
following notification pop up will appear.

Click on the “Test Report (s) information rejected” and the user will be automatically sent to the
“Rejected” tab in My History. In this scenario, the rejection was for an expired tester certification.

Notification

#1 Test Report(s) information rejected
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Click on Edit

by Helory

Belm Byt Iy T Mol T Adet Duls T gectad By T Espociesd Bate T

Teiter Flormation i Ebred

“Confirm Modify Report” will pop up, click “OK”.

Confirm Modify Report

This test report is already submitted. Do you want to recall report to modify?

Ok Cancel

Once in the portal, click Tester Details

& Tester Details

From the drop down, choose the correct tester to update, and click “Edit”.

Poutan oty
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The “Update Tester Details” will pop up, click “Certifications”

Update Tester Details

Information | Cerilications Docurnents

Company Backflow Testing Company Moved 1o a new
company?
First Name Tester #1 Last Name
Address1 700 W s 6t Address2
City City State -
Zip Zip Coad Cell HHO-HHH- IO
Email Fax

Testen@xOXX com

Click “Create New”

Update Tester Details

Information Certifications Documents

Show 10  + eniries
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In the “Insert/Update Tester Certifications”, enter the new tester credentials, save and close window.

: Insert/Update Tester Certifications

Certification Number

XOKXKHHKX

Certifying Authority | Certifying Authority "

Certification Issue Date 01/01/2022 ﬁ |
Certification Exp Date 01/01/2025 - |

The user will be taken back to the “Update Tester Details”, click “Next”.

R

Update Tester Details

Information Cedlifications. Documents

Show 10 w enires Search

Certitying Certification Issue

Certification Mumber Authority Date Certification Exp Date

s B 636 PO OO0 Cortifving Authority Ll it 12023

Showing 1 to 1 of 1 entries Previous . MExt

Previous
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The user will Upload the copy of the new certification for the tester. Click “Upload Files”

Update Tester Details

Information Certifications

oload ON he following documents here - Tester Application, Tester Agreement and Tester Certification.
Upload Files
Show 10 w entries Search:

O e T T e

Mo data available in table

Showing 0 to 0 of 0 entries Previous = Next

Previous

Click “Add”

Device Defails nitial Detads Instiad Resyis Documents Finad Detais Fingd Resuls Property Information

Upload File

Lipaaaa Canced
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Once the file is added, click “Upload”.

Upload File

Tester Certification.docx

Upload Cancel

Your file has been uploaded, click “Finish”

Update Tester Details

Information Cemifications DhsCuaments

Upload ONLY the following documents here - Tester Application, Tester Agraement and Tester Certification.

Uphad Files
Show 10« enines Search:
Action L | ID Document Name Import Date Added By Latitude
i@ 16333 Tester Certification(2).docx 17902022 2:21:11 Kathleen 33.553004 -112.267621
= X
Showing 1 1o 1 of 1 enires Frevious Mext

prewous
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“Choose System(s) to Update Tester Details ” will pop up. When the drop down under “Systems” is
clicked the user will be given a menu of other jurisdictions to choose from. When chosen, the tester will
automatically be sent to the other jurisdictions for approval. This eliminates entering the information
numerous times.

When done, close the window.

Choose System(s) to Update Tester Details

Systems City of San Carlos
City of Bastian
City of Pueblo

M Update to selected system(s) Close

The tester update has been sent to the jurisdiction for approval, the “Rejected” tab will be empty.

My History

Accepted Pending Review Rejected Pending Approval
Export To =

Action | Alert Type T Notes T  Alert Date T Rejected By Y Rejected Date T

-

No data to display
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Rejected Test Reports

When the jurisdiction receives test reports, they look at the information and either accept it or reject it.
If the information is accepted, the status will appear under the users “Accepted” tab in My History. If the
information is ” rejected”, the status will appear under the “Rejected” tab in My History.

Once information is “rejected” by a jurisdiction, the user will be sent an email indicating why the
submitted information was rejected.

Test failed, please revise test report, and resubmit.

Test Details

st bR LS i, DO et |

Company Tt Tefm tiare
Gired by st [ Rr— o
s et e [E .
Teul D LU Tl ey el A
Tl B sl gl ERer b LIy -
P ™ = [

Once the user receives the email and logs into SAMS Universal Portal to make the corrections, the
following notification pop up will appear. Click on the “Test Report (s) information rejected” and the
user will be automatically sent to the “Rejected” tab in My History.

In this scenario, the rejection was a test report that had incorrectly been submitted as “passing” but
should have been submitted as “failed”.

Notification

81 Test Report(s) information rejected
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My Hislory

Acceptad Pending Review Rejectad Pending Approva

Export To =

Action Alert Typa T Hotes T  Alert Date T

A Edit 1 Delete | Test Repon Incorrect test report results 1fara0a2

Page 1 o1 (1 items}  First Prow - Mgt Last

Click “Edit”

My History
Accepted Pending Review Rejected
Export To «

Action Alert Type T

# Edit T Delete | Test Report

“Confirm Modify Report” will pop up, click “OK”

Confirm Modify Report

This test report is already submitted. Do you want to recall report to modify?

B8
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The following warning will appear. It is there to remind you that any changes you make will overwrite
the results that were previously entered.

Click on the “Initial Details” tab and from the drop down under “Passed”, click “False” to indicate the
test failed.

3 Complete & Create Report

This test report is already submitted. If you edit and resubmit, it will overwrite previous submitted rep

Device Details Initial Details Initial Results Documents Final Details Final Results

Label

Company
Entered By
Start Date

Test Date

Test Received Date

5
Passed? False v

Once done, click “Complete & Create Report”.

I X Complete & Create Report

The test report will indicate “Failed”, and the user will get verification the test report has been
submitted successfully. Close the test report. The test report has been re-submitted to the jurisdiction.

Initial Test
Result

FAIL

Test Date: 20220109

\/ Test report submitted successfully.
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The updated test report has been sent to the jurisdiction for approval, the “Rejected” tab will be empty.

My History

Accepted Pending Review Rejected Pending Approval

Export To -

Action Alert Type T nNotes Y  Alert Date YT Rejected By T Rejected Date b

- -

No data to display
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