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______________How to Enter a Test On-line For Testers_________ 
 

Entering your test results on the web is simple: 

 Go to https://ridgefield.tokaytest.com 

 Enter your User Name and Password to login to the Web Test Entry site.  

 User Names and Passwords are issued by the utility.   
 

 
You should see (4) tabs:  Main, Add Test, Review Tests, Logout.   And your name and company name. 
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To enter test results, click on Add Test at top of toolbar: 
 

To bring up the backflow assembly enter Hazard ID # (obtain from customer, printed on their letter) OR Serial  
and house address OR Meter Number then click.  If multiple hazards, check show all hazards at site.  Then Locate 
Device 
 

Next the Verify Site Profile screen appears. The Last Test Date and Time are displayed at the top of the 

screen and shows if you are accidentally entering the test a second time. This screen enables you 

to verify or make changes to the site and/or device data. If no changes are necessary, click the Confirm  and 

Enter Results button at the bottom of the screen to proceed to the next screen. 
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If the Assembly information is different then what appears on the screen, select Suggest Changes at the 

top of the screen to edit.  Note:  Edits can only be made to fields that are NOT grayed out. 
 

If you tested an assembly that has been replaced, select Replace Device. Notice, the fields starting with Serial 
Number, on down, are no longer grayed out, allowing you to edit information. Once changes have been made 
click the Confirm and Enter Results button to proceed to the Test Data Entry screen. 
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Next, is the Test Data Entry screen where you will enter your test results. 
 
At the top of this screen the Device Type code will appear; DC or RP. See pages 4 & 5. 

 
 

Example of Device Type: DC 

 
If you do not fill in all the required fields a warning message associated with the missed field will appear on the 
screen. You will not be able to save the test data until all required fields are filled-in and boxes are  checked. 

 
Once all required fields have been filled-in and all required boxes checked, click Save Test Data to proceed to the 
Review Tests screen – If you forget to click Save Test Data or you click Cancel, all the data will be deleted and lost. 
To enter another test before proceeding to your Review Tests screen, click Add Test and repeat steps 
Once completed and saved all unsubmitted tests will appear on the Review Tests screen. 
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Example of Device Type: RP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you do not fill in all the required fields, a warning message associated with the missed field will appear on 
the screen. You will not be able to save the test data until all required fields are filled-in and boxes are 
checked. 

 
Once all required fields have been filled-in and all required boxes checked, click Save Test Data to proceed to  
the Review Tests screen. 
 
If you forget to click Save Test Data or you click Cancel, all the data will be deleted and lost. 
To enter another test before proceeding to your Review Tests screen, click Add Test and repeat steps 
Once completed and saved, all unsubmitted tests will appear on the Review Tests screen. 
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Unsubmitted Tab - Tests can be viewed, edited, saved, submitted or deleted by clicking the Unsubmitted Tab. 
Submitted Tab - Tests can be viewed and printed by clicking the Submitted Tab.  

Unsubmitted Tab - from here you can edit, delete, submit or print a test. 

Edit test: click on the Serial # - takes you to the Test Data Entry screen. Edit information, Save.  

Delete test: click on the Serial # takes you to the Test Data Entry screen  
Note: A warning message "Are you sure you want to delete this test? will appear, click OK to delete or cancel to return to the 

Test Data Entry screen.  And,once a test is deleted, only the un-submit tests you still want will appear on the Review Test 

screen. 

 

Submit test: check box next to test, click Submit Selected Tests.  
Print test: check box next to test, click Print Selected Tests. 
 
Submit Tab: - View or print a submitted test. 
View submitted test: Click on Serial # takes you to Test Data Entry screen  
Print test: Check box next to test, click Print Selected Tests. 
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When you click the Submit Tests button, you will get confirmation that “Your order has been received”.  At 

this time you can print a copy of the receipt for your records by clicking the Print Receipt button. 
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Print Test Report. To print the report, right click and a window will pop up asking you to select your printer. 
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When you have completed your activity in the website, navigate to the top of the screen and click Logout 
which will direct you back to the main login screen. 

 

 
 
 
 

***Please Note: This document was created using the Chrome web browser. Your warnings, errors or printing 
functions may appear differently then shown depending on which web browser you are using.*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


