
 

Private Water Systems 

User Manual 
 

 

 

 

 

 

 

 

 

 

 

 

 

Private Water Systems 

User Manual 
 

 

 

 

 

 

 

 

 

 

 

 

The Baldwin Group, Inc. 

7550 Lucerne Drive 

Suite 306 

Cleveland, OH 44130 

(440) 891-9100 



 

Private Water Systems 

User Manual 
 

 

ii 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Copyright © 1996 - 2018 

The Baldwin Group, Inc. 

ALL RIGHTS RESERVED 

HDIS are trademarks of The Baldwin Group, Inc. 

 

No part of this publication may be stored in a retrieval system, 

transmitted, or reproduced in any way, including but not limited to 

photocopy, photograph, magnetic, or other record, without the prior 

agreement and written permission of The Baldwin Group, Inc. 

 

Windows® and MS-DOS® are registered trademarks of Microsoft 

Corporation. 

 

Other trademarks are owned by their respective companies. 

 

Disclaimer 

All data examples containing personal names, company names (or companies), vehicle 

information, or locations that appear in this guide are fictitious in nature and do not refer to, or 

portray, in name or substance, any actual names, organizations, entities, or institutions.  Any 

resemblance to any real person (living or dead), organization, entity, or institution is purely 

coincidental. 



 

Private Water Systems 

User Manual 
 

 

iii 

Contents 
Chapter 1: Getting Started ...................................................................................................................................................... 6 

Fees ς Private Water Systems ............................................................................................................................................. 8 

Fees ς Water Haulers .......................................................................................................................................................... 9 

Inspectors .......................................................................................................................................................................... 10 

Political Subdivision .......................................................................................................................................................... 11 

Abandonment ς Exempt Reasons ..................................................................................................................................... 12 

Abandonment ς Order Status ........................................................................................................................................... 13 

Cistern/Hauled Water Storage Tank ς Roof Manufacturer  ............................................................................................. 14 

Cistern/Hauled Water Storage Tank ς Tank Manufacturer .............................................................................................. 15 

Continuance Disinfection and Filtration Systems ς Manufacturer ................................................................................... 16 

Disapproval Reasons ......................................................................................................................................................... 17 

GIS/GPS ς Reading Location .............................................................................................................................................. 18 

Information ς PWS Usage ................................................................................................................................................. 19 

Information ς PWS Type ................................................................................................................................................... 20 

Information ς Well Type ................................................................................................................................................... 21 

Information ς Variance Granted ....................................................................................................................................... 22 

Inspection Record - Findings ............................................................................................................................................. 23 

Inspection Record ς Lab Name ......................................................................................................................................... 24 

Inspection Record ς Reason .............................................................................................................................................. 25 

Inspection Record ς Results .............................................................................................................................................. 26 

Inspection Record ς Status ............................................................................................................................................... 27 

Inspection Record ς Sample Parameter............................................................................................................................ 28 

Inspection Record ς Tap Location ..................................................................................................................................... 29 

Storage ς Tank Material .................................................................................................................................................... 30 

Treatment ς Other Treatment .......................................................................................................................................... 31 

Treatment ς Pump Type ................................................................................................................................................... 32 

Treatment ς Type of Disinfection ..................................................................................................................................... 33 

Well Log ς Casting Joint .................................................................................................................................................... 34 

Well Log ς Casting Material .............................................................................................................................................. 35 

Well Pump Distribution ς Pitless Manufacturer ............................................................................................................... 36 

Chapter 2: Entering in Private Water Systems ...................................................................................................................... 37 



 

Private Water Systems 

User Manual 
 

 

iv 

Private Water Systems Find Tab ....................................................................................................................................... 37 

Private Water Systems ς Application Tab ......................................................................................................................... 38 

Private Water Systems ς Permit Tab  ............................................................................................................................... 39 

Job Status/Completion ...................................................................................................................................................... 42 

Continuous Disinfection and Filtration Systems ............................................................................................................... 44 

Page 1 ............................................................................................................................................................................ 44 

Pond Water Subtab ........................................................................................................................................................... 46 

Spring Water Supply Subtab ............................................................................................................................................. 47 

Well ς Pump Distribution Subtab ...................................................................................................................................... 48 

Information Tab ................................................................................................................................................................ 50 

Well Log Tab ...................................................................................................................................................................... 51 

Completion/Disapproval Tab ............................................................................................................................................ 52 

Treatment Tab .................................................................................................................................................................. 53 

Storage Tab ....................................................................................................................................................................... 54 

Inspection Records Tab ..................................................................................................................................................... 55 

Abandonment Tab ............................................................................................................................................................ 56 

Comments Tab .................................................................................................................................................................. 57 

GIS/GPS Tab ...................................................................................................................................................................... 58 

Print Button: .................................................................................................................................................................. 59 

Private Water Systems Contractors - Find Tab ................................................................................................................. 61 

Private Water Systems Contractors - Information Tab ..................................................................................................... 62 

Water Haulers Find Tab .................................................................................................................................................... 63 

Water Haulers Information Tab ........................................................................................................................................ 64 

Water Haulers Vehicle Registration Tab ........................................................................................................................... 65 

Developments Find Tab .................................................................................................................................................... 66 

Developments Information Tab ........................................................................................................................................ 67 

Developments Criteria Tab ............................................................................................................................................... 68 

5ŜǾŜƭƻǇƳŜƴǘǎ IƻƳŜ hǿƴŜǊΩǎ !ǎǎƻŎƛŀǘƛƻn Tab ................................................................................................................ 69 

Chapter 3: Reports ................................................................................................................................................................ 70 

Chapter 4: Browse/List/Export ............................................................................................................................................. 72 

Sort by ............................................................................................................................................................................... 73 

Filters ................................................................................................................................................................................. 74 

Chapter 5: Count Graph ........................................................................................................................................................ 75 



 

Private Water Systems 

User Manual 
 

 

v 

Count ................................................................................................................................................................................. 76 

Pie Graph ........................................................................................................................................................................... 78 

Bar Graph .......................................................................................................................................................................... 79 

Chapter 6: Maintenance ....................................................................................................................................................... 80 

Field Names ....................................................................................................................................................................... 81 

Forms ς Water Haulers ..................................................................................................................................................... 82 

General Profile .................................................................................................................................................................. 83 

Letters ............................................................................................................................................................................... 84 

Post Disapproval Reason ................................................................................................................................................... 85 

Printer Setup ..................................................................................................................................................................... 86 

Receipts ............................................................................................................................................................................. 87 

Receipts Pay ς In Report ................................................................................................................................................... 88 

Reindex/Pack Private Water Systems Data Files .............................................................................................................. 89 

 



 

Private Water Systems 

User Manual 
 

 

6 

Chapter 1: Getting Started 

Once the Private Water Systems module has been installed, it can be accessed by going to: 

Environmental Health > Private Water Systems 
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Once inside Private Water Systems, navigate to: 

Maintenance > Add/Delete/Modify Tables 

 

 

This section holds the control files that will drive the module.   

When entering data into Private Water Systems, there will sometimes be drop-down boxes for quick data entry.   

The tables in the Maintenance > Add/Delete/Modify Tables section hold the data that fill those drop-down boxes.   

Entering the frequently used, fixed data ahead of time will make things a lot easier.  
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Fees ς Private Water Systems 

 

To enter Fees ς Private Water Systems, follow these steps (use the tab key to advance to each field):  

¶ Click on the Add New Fee button and begin filling in the appropriate requirements 

¶ Enter the Code, Description, Local fee, State Fee, and ODNR Fee 

Other options are as follows: 

¶ Print button wƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Edit Button allows you to edit a fee 

¶ Delete button allows you to delete a fee that is selected 

¶ Click Close to exit the table. 

  



 

Private Water Systems 

User Manual 
 

 

9 

Fees ς Water Haulers 

 

 

To enter Fees ς Water Haulers, follow these steps (use the tab key to advance to each field):  

¶ Click Add New Fee and enter a Code, Description, and Local Fee  

¶ Click on the Fee you want to Delete and click the Delete Fee button 

¶ Update New Fees button will update a newly added fee in the system 

Other options are as follows: 

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspectors 

 

 

To enter Inspectors, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Code, Name, and District 

¶ Update Inspectors button allows you to update the newest Inspectors entered  

¶ Click on the Inspector you want to Delete and click the Delete button 

Other options are as follows: 

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿindow. 

¶ Click Close to exit the table. 



 

Private Water Systems 

User Manual 
 

 

11 

Political Subdivision 

 

 

To enter Political Subdivisions, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Code, Subdivision, and District 

¶ Update Districts button allows you to update the newest Inspectors entered  

¶ Click on the Subdivision you want to Delete and click the Delete button 

Other options are as follows: 

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 

  



 

Private Water Systems 

User Manual 
 

 

12 

Abandonment ς Exempt Reasons 

 

To enter Abandonment ς Exempt Reason s, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Abandonment ς Exempt Reasons. 

¶ Click on Abandonment ς Exempt Reasons, Click Delete to delete the entry. 

Other options are as follows: 

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table.  
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Abandonment ς Order Status 

  

To enter Abandonment ς Order Status, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Abandonment ς Order Status. 

¶ Click on Abandonment ς Order Status, Click Delete to delete the entry. 

Other options are as follows: 

¶ Print button will oǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table.  
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Cistern/Hauled Water Storage Tank ς Roof Manufacturer 

 

To enter Roof Manufacturer, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Roof Manufacturer. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows: 

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Cistern/Hauled Water Storage Tank ς Tank Manufacturer 

 

To enter Tank Manufacturer, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Tank Manufacturer. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows: 

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Continuance Disinfection and Filtration Systems ς Manufacturer 

 

To enter Manufacturer, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Manufacturer. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Disapproval Reasons 

 

To enter Disapproval Reasons, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Disapproval Reasons. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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GIS/GPS ς Reading Location 

 

To enter GIS/GPS ς Reading Location, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Reading Location. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Information ς PWS Usage 

 

To enter Information ς PWS Usage, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the PWS Usage. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Information ς PWS Type 

 

To enter Information ς PWS Type, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the PWS Type. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Information ς Well Type 

 

To enter Information ς Well Type, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Well Type. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Information ς Variance Granted 

 

To enter Information ς Variance Granted, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Variance Granted. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record - Findings 

 

To enter Inspection Record - Findings, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Findings. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record ς Lab Name 

 

To enter Inspection Record ς Lab Name, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Lab Name. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record ς Reason 

 

To enter Inspection Record ςReason, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Reason. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record ς Results 

 

To enter Inspection Record ςResults, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Results. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record ς Status 

 

To enter Inspection Record ςStatus, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Status. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record ς Sample Parameter 

 

To enter Inspection Record ςSample Parameter, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Sample Parameter. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Inspection Record ς Tap Location 

 

To enter Inspection Record ςTap Location, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Tap Location. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Storage ς Tank Material 

 

To enter Storage ς Tank Material, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Tank Material. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴdow. 

¶ Click Close to exit the table. 
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Treatment ς Other Treatment 

 

To enter Treatment ς Other Treatment, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Other Treatment. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Treatment ς Pump Type 

 

To enter Treatment ς Pump Type, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Pump Type. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Treatment ς Type of Disinfection 

 

To enter Treatment ς Type of Disinfection, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Type of Disinfection. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Well Log ς Casting Joint 

 

To enter Well Log ς Casting Joint, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Well Log ς Casting Joint. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print button will open printƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Well Log ς Casting Material 

 

To enter Well Log ς Casting Material, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Well Log ς Casting Material. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Well Pump Distribution ς Pitless Manufacturer 

 

To enter Well Log ς Pitless Manufacturer, follow these steps (use the tab key to advance to each field):  

¶ Click Add and enter a Name to identify the Well Log ς Pitless Manufacturer. 

¶ Click on Name, Click Delete to delete the entry. 

Other options are as follows:  

¶ Print ōǳǘǘƻƴ ǿƛƭƭ ƻǇŜƴ ǇǊƛƴǘƛƴƎ ƻǇǘƛƻƴΩǎ ǿƛƴŘƻǿΦ 

¶ Click Close to exit the table. 
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Chapter 2: Entering in Private Water Systems 

  

Private Water Systems Find Tab 

Navigate to: Private Water Systems > Private Water Systems  

 

Under the Find tab there are options to search Private Water Systems entries.  Search options consist of: by Street 

number, Street name, Sub lot number, Parcel number, Directions, Permit number, Record number, and by applicant 

Click which type of search you would like to perform and type the text in the textbox.   

Hit Enter to perform the search. 

To add new records click the Add button. 

Click on a record and click Modify/Delete Address button to make changes to an existing address.  
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Private Water Systems ς Application Tab 

From the Find tab, go to Application Tab.  Click Add to enter a new record. 

 

Type the appropriate information or use the drop down boxes to accurately fill in the record. 

Click Modify to change an existing record, Previous to see the previous record, Next to see the next record, and Delete 

to delete current record. 

Next Available Permit # will automatically add a permit number to the record. 

Link to Another Address button will link this record to another address. 

 

  



 

Private Water Systems 

User Manual 
 

 

39 

Private Water Systems ς Permit Tab 

 

Permit Sub Tab 

Type the appropriate information or use the drop down boxes to accurately fill in the record. 

Click Modify to change an existing record, Previous to see the previous record, Next to see the next record, and Delete 

to delete current record. 

Next Available PWS Audit # will automatically add a PWS Audit number to the record. 

Drawing allows you to add a file to this record. 

Print button opens a window with printing options. 
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Permit Type/System Sub Tab 

 

Checkmark the appropriate information related to the record. 

Click Modify to change an existing record, Previous to see the previous record, Next to see the next record, and Delete 

to delete current record. 

Next Available PWS Audit # will automatically add a PWS Audit number to the record that will be shown on Permit Sub 

Tab. 

Drawing allows you to add a file to this record. 

Print button opens a window with printing options. 
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Contamination Sources Sub Tab 

 

Type the appropriate distance from the private water system location to the source in the list.  The minimum distance 

requirements are shows to the right of the source. 

Click Modify to change an existing record, Previous to see the previous record, Next to see the next record, and Delete 

to delete current record. 

Next Available PWS Audit # will automatically add a PWS Audit number to the record that will be shown on Permit Sub 

Tab. 

Drawing allows you to add a file to this record. 

Print button opens a window with printing options. 
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Job Status/Completion 

Cistern/Hauled Water Storage Tank Sub Tab 

  

Type/checkmark the appropriate information or use the drop down boxes to accurately fill in the record. 

Click Modify to change an existing record, Previous to see the previous record, Next to see the next record, and right-

click Delete to delete current record. 

Add Status button allows you to add a new status to a record. 

 

 

 

 

 

(Continued on next page) 
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List Work Completed, Materials, Other Water Treatment Components buttons will open text windows for you to type 

in information. 

 

Print button opens a window with printing options. 
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Continuous Disinfection and Filtration Systems 

On Page 1 and Page 2 fill in the information related to continuous disinfection and filtration systems.  When appropriate, 

choose information from drop down boxes.  Buttons are explained in table below. 

Field/Button Description 
List Work Completed Opens window to record list work completed 

Print Opens window with printing options 

Previous Status Takes to previous status 

Next Status Takes to next status 

Delete Status* Right click to delete a status 

Add Status Click to add a new status 

Modify Allows user to make changes to a status 

Additional Filters Allows user to type additional filters 

Comments Allows user to write comments related to record 

 

Page 1 
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Page 2 
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Pond Water Subtab 

 

Enter Date Completed first. 

Fill in and check mark appropriate information. 

Buttons: List work Completed, If yes, Explain Changes, and Other Water Treatment all open text boxes to write 

information. 

Print opens a window with printing options, Previous Status changes page to a previous status entered, Next Status 

changes page to next status entered, Right-click Delete Status* will remove record, Add Status creates a new status, and 

Modify button allows user to make changes. 

 

 

  



 

Private Water Systems 

User Manual 
 

 

47 

Spring Water Supply Subtab 

 

Enter Date Completed first. 

Fill in and check mark appropriate information. 

Buttons: List Work Completed, Other Water Treatment Components, and Materials all open text boxes to write 

information. 

Print opens a window with printing options, Previous Status changes page to a previous status entered, Next Status 

changes page to next status entered, Right-click Delete Status* will remove record, Add Status creates a new status, and 

Modify button allows user to make changes. 
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Well ς Pump Distribution Subtab 

Enter Date Completed first. 

Fill in and check mark appropriate information. 

Buttons: List work Completed opens text box to write information. 

Print opens a window with printing options, Previous Status changes page to a previous status entered, Next Status 

changes page to next status entered, Right-click Delete Status* will remove record, Add Status creates a new status, and 

Modify button allows user to make changes. 

 

Page 1 
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Page 2 

 

 

 

 

 

 

  


















































































