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Preface

About this Guide

Purpose

This document serves as a User Guide for the web-based Water and Wastewater Operator Certification System (WWOCS). It describes all functions available in the system to operators and training providers. 

Audience

This guide is intended for operators and training providers authorized to access the WWOCS application. It is assumed that users are familiar with basic PC, Windows, and Internet browser functionality.

Scope

This guide covers all user functions for WWOCS.

Contents

Introduction
Background

The certification/licensing of operators of water and wastewater collection, and treatment and distribution plants began in 1987 as a voluntary program. The Water/Wastewater Operator Certification Program became mandatory in 1993 with the filing of a regulation under the Ontario Water Resources Act, R.S.O. 1990, C. O.40. 
The Walkerton Inquiry made a number of recommendations related to strengthening the Ministry’s drinking water operator certification and training program. To implement these recommendations, the government filed Ontario Regulation 129/04, under the Ontario Water Resources Act, R.S.O. 1990, C. O.40, as amended, and Ontario Regulation 128/04 under the Safe Drinking Water Act, 2002, S.O. 2002, c. 32, as amended. These Regulations strengthen the requirements regarding the certification/licensing and training of operators of both drinking water treatment and distribution systems, while maintaining existing standards for wastewater collection and treatment systems.

On August 1, 2004, a new drinking water certification program was introduced. Although similar to the existing wastewater certification program, there are business processes that are unique to the new drinking water certification program. These business processes require the development of different work flows in the application since the certification of drinking water operators and the licensing of wastewater operators differ. They will be referenced as operator certificates/licenses.

There are four classes of water treatment plants and water distribution plants (Class I, II, III, & IV), and four classes of wastewater collection plants and wastewater treatment plants. Higher numbered classes reflect systems that are more technically complex and larger, and in the case of drinking water, rely on surface water as a source.

There are four classes of drinking water systems and four classes of wastewater systems. There are eight classes of operator certificates/licenses that correspond to those eight classes of water and wastewater systems. These are further broken down into 28 types of operator certificates/licenses, with an equal number of examinations. Education, experience, and an examination are required to secure a certification/license. More experience and education is required for the higher levels of certification/licensing.

In addition, there is also an operator-in-training (“OIT”) certification/license. This entry-level certification/license allows operators to attain the work experience required to become a Class 1 operator.

In order to qualify for a certificate, an operator of a drinking-water system must verify their certification standards in the following areas:

· Education

· Experience

· Completion of a mandatory course

· Successful completion of the applicable examination
Operator certificates/licenses must be renewed every three years. The certification renewal involves a fee payment and the confirmation of meeting the experience requirements. Beginning August 1, 2005, drinking water operators must verify their annual training requirements have been met to be eligible for certification renewal.

At present, the Ontario Environmental Training Consortium (“OETC”) administers the water and wastewater operator certification program on behalf of the Ministry. The OETC has administered the program since 1994. The OETC is currently maintaining a database application to support the Water/Wastewater Operator Certification program (assessing qualifications for certificates, issuing and upgrading certificates/licenses, generating renewal notices, and performing financial tracking and reporting

Organization of this manual

The next chapter, Using WWOCS, contains general information concerning using and navigating through the WWOCS application. WWOCS Functions contains detailed descriptions of each menu item in WWOCS, listed in order from left to right as you view the main menu from the main WWOCS panel.
Note
Depending on your assigned user role, you may or may not be able to perform all the WWOCS functions described. Unavailable functions will not be visible to you as you view the menus.

There is also an index listing all main WWOCS features and functions.

This manual assumes all readers are familiar with basic PC and Windows functionality.
Using WWOCS
WWOCS is accessed by typing the following URL into your internet browser:
http://www.environet.ene.gov.on.ca/wwocs_web
The WWOCS login page loads:
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Navigating in WWOCS

 XE "WWOCS:navigation" The following labeled diagram demonstrates the principles of navigation in WWOCS:
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	Panel Element Number
	Description
	Function

	1
	Province of Ontario header logo
	Link to the Province of Ontario’s main web page.

	2
	MOE header logo
	Link to the Ontario Ministry of the Environment’s main web page.

	3
	Menu Bar
	Contains drop-down menus for WWOC functions.

	4
	Breadcrumb navigation information
	Indicates the location of the current panel in the WWOCS panel hierarchy.

	5
	Panel name
	Identifies the panel.

	6
	Welcome message
	Displays a customizable welcome message as defined by the system administrator.

	7
	Content area
	Contains the panels and forms of the WWOCS application. It will be populated as users click menu items and command buttons.

	8
	User and date
	Displays the ID of the logged in user and the date.

	9
	Version information
	Displays the version of the WWOCS application.


Mandatory fields

In all data input panels, fields marked with a red asterisk ([image: image4.png]


) are mandatory.
Logging in to and out of WWOCS

Login
 XE "login" 

 XE "logout" 

 XE "logout" To sign in, enter your User ID and password and click Login to continue.
Logout

To ensure proper application security, you should log out when you are finished your session.

> From anywhere in the application, click Logout on the menu bar. You are logged out of the system and the Login panel is displayed. 
Admin XE "admin menu" 
Forgotten passwords
>  XE "passwords:forgotten" If you have forgotten your password, enter your Login ID and click Forgot Password. The following panel displays:
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> Enter your User ID and click OK. Your account information will be sent to the email address in your WWOCS account profile.
Password policy

 XE "passwords:policy" After six failed login attempts, the system will lock your ID and password. Contact the OETC IT/Web site Support line at (905) 796-2851 x2238 to unlock your login ID.
Changing passwords
 XE "passwords:changing" To change your password:

> Select Admin ► Change Password. The following dialogue box is displayed:
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> Enter your old password.

> Type in a new password that adheres to the WWOCS password policy outlined above.

> Click OK to change the password and return to the main WWOCS panel.

If there is a problem with your new password, you will be returned to the Change Password panel. Click Cancel at any time to abort the password change process and return to the main WWOCS panel.

WWOCS Functions for Operators
 XE "WWOCS:functions for Operators" The main panel seen after successfully logging into WWOCS is as follows:
[image: image7.png]Ontario WWOCS Environment

| Exam | Certification | Admin | Loaout |

Location: Home WWOCS-MA-001

Exam
Tnput Form
Exam (1858
List Saved Drafee
brnt Submitted Applicstions
Cartficstion
Input Form
Water/ Wasteuster (1854/1855
Condiional Water / Wastenster (1674
Rensusl
List Saved Drafts
Brink Subrmitted Applicstions

Admin
Change Pazsuord
Logour
ELIZABETH POLLACK | 05/15/2006 application version: v1.3.1.0.072
Thiz site maintained by © 2006 Queen's Printer for Ontario

Ontario

e et Last modifiad: Tussday April 15, 2006





Exams XE "exam menu" 
Entering online exam information forms

 XE "exams:inputting forms" Exam information forms, in addition to being submitted immediately, can be saved for later submission or put into a pending status indicating information is due from you.
Input Form 1858 - Exam Registration 
 XE "form:1858" This form is accessed by selecting Exam ► Input Form ► Exam (1858) from the menu. The 1858 Exam Registration Form appears:
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When all sections are expanded, the panel appears as follows:

Section A – Applicant Information

The system automatically fills in your applicant information as per your User ID.

> If you need to update your information, click Edit Contact Information. The following panel appears:
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> Make any necessary changes to your Contact Information, and click Save in Profile.
> Continue to the Employer Information section. 
Section B – Employer Information
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> To modify employer information, click Edit Employer Information and continue with the following procedures.
Editing Employer Information
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>  XE "employer information:editing" If you are self-employed, fill the “I do not have a current employer” check box and click Save in Profile.

Or

> If you are not employed by the existing employer, click Find Employer. The Search Employer panel appears.

> Enter any search criteria and click Search. The list of employers matching your criteria displays:
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> Click the Name link of the appropriate employer.

> To add this employer to your profile, click Save in Profile.
Section C – Exam Information

> Select the required exams.

> To schedule your exam, click Find Exam Schedule. The following panel opens:
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> Enter any search criteria and click Search. The results appear in the bottom half of the panel.

> To select a scheduled exam, click the exam location name.

Completing the form

> When you have completed all three sections of the form, click Submit. The Application Verification panel appears:
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> Verify your application by reading and clicking I Agree. You will be directed to the payment information panel:
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> Enter your payment information and click Submit. You will be directed to a confirmation panel.

Note

You may save your exam application without immediately entering payment information by clicking Cancel. When you are ready to complete the payment information you may access your saved application by selecting Exam ► List Saved Drafts from the menu
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> Take note of the confirmation number, and click Print Application and Confirmation.
Listing saved exam applications

 XE "exams:listing saved applications" Any exam applications that have previously saved can be accessed by selecting Exam ► List Saved Drafts from the menu, bringing up the List Saved Drafts – Exam page:
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> Perform one of the following steps:

· To view an exam application in detail, click the Date Created field. This takes you to the input exam panel discussed above.

· To remove an exam application from the list, select its check box and click Delete Drafts.

Printing submitted exam applications

 XE "exams:printing submitted applications" You may print or re-print any of your own submitted exam applications by selecting Exam ► Print Submitted Applications from the menu. The Print Submitted Applications – Exam page is displayed:
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> Select the desired exam option button and click Print Application and Confirmation. Both the exam application and confirmation print.

Certification XE "certification menu" 
Inputting operator certification applications 

 XE "certification:inputting forms" You can input the operator certification application forms for the Water/Wastewater (1854/1855) and Conditional Water/Wastewater (1874) certificates. The forms can be saved for later input, or marked to indicate information is still pending from you. This section also includes the procedure for renewals.

Form 1854 / 1855 - Drinking Water Certificate / Wastewater Licence Application

 XE "form:1854/1855" This form is accessed by selecting Certification ► Input Form ► Water Wastewater (1854/1855) from the menu. The Certificate/Licence Request Information panel appears.
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> Select the Certificate/Licence for which you are applying and click Continue. The Input Form 1854/1855 – Drinking Water Certificate/Wastewater Licence Application Form displays. It is shown here with only the applicant information panel expanded; the rest of the panels are collapsed.
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In the following diagrams, the individual panels are shown expanded, and are examined in turn.

Contact Information

To update applicant information, click Edit Contact Information, opening the Contact Information panel:

[image: image21.png]Location: Certification : Input Form : Water / Wastewater (1854/1855) WWOCS-CC-001

Contact Information

Firstname: o Lastname:  D0E

Job titer Initial:

Streatnumber: Streatsuffix: nittype: | SELEIV|  Number:

Streetnamest 123 STREET NAME streettype: |-SELEIV| Direction: SELEIv.
Delivery mode: SELECT- v rdentifier: Lot #: Concassion #:

Additional information:

cityst TORONTO

Province / State: Ontario v

Postal code:t M7M 7M7 Country:t Canada v
Home Phone: 123 |y 4567890 321 Work Phone: (321 ) [9876543) » [123

E-mail

SaveinProfile || Cancel





> Make any required changes and click Save in Profile to commit your changes and return.

Or

> Click Cancel to discard your changes and return.
Employer Information

To update employer information, click Edit Employer Information. The Employer Search panel opens:
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> Select the checkbox if you do not have a current employer.

Or

> Click Find Employers, to display the Employer Search panel.
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> Enter any search criteria and click Search. Your search results will appear in the bottom half of the panel.

> Click the Name of the correct employer. The Employer Information section of your form is populated.
Certificate/License Request Information

To enter or modify certificate or license request information, click Edit Certificate/License Request. The Certificate/License Request information panel opens:
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> Enter the required information and click Save & Return to save your changes.

Or

> Click Cancel to discard your changes.
Operational Experience

Review the displayed operational experience and perform one of the following steps:

> To remove any posted job experience, click Remove.

> To edit a given past job experience; click Edit Experience n, where n refers to a previous work experience.

> To add job experience, click New Operational Experience. The following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

If you are editing an operator experience item, the following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

Operator in Charge (OIC) Experience

Review the displayed operator in charge experience and perform one of the following steps:

> To remove any posted job experience, click Remove.

> To edit a given past job experience; click Edit OIC Experience n, where n refers to a previous work experience.

To add job experience:

> Click New OIC Experience. The following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

If you are editing an operator in charge experience item, the following panel opens:
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> Make any necessary changes and click Save & Return to save.

Or

> Click Cancel to return and discard your changes.

Post Secondary Education

Review the displayed post secondary experience and perform one of the following two steps:

To remove any post secondary item:

> Click Remove.

To add a post secondary education item:

> Click New Post Secondary Education. The following panel opens:
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> Enter the required information and click Save & Return to save your entry.

Or

> Click Cancel to discard your entry.

To edit a given post secondary item,

> Click the name of the College/University. The following panel appears:
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> Edit the required information and click Save & Return to save your entry.

Or

> Click Cancel to discard your revision.

Education and Training

Review the displayed education and training experience.

To remove any education and training item:

> Click Remove.

To add an education and training item:

> Click New Education and Training. The following panel opens:
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To find a course:

> Click Search Courses. The Search Courses panel appears.
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> Enter any search criteria and click Search. A list matching your criteria appears in the bottom of the panel.

> Click on the Course Title of the appropriate course.

> Enter the completion date of that course and click Save & Return to save your entry.

Or

> Click Cancel to discard your entry.

To edit a given education and experience item:

> Click the Course Title.

> Make the necessary changes and click Save & Return to save your revisions.

Or

> Click Cancel to discard your revisions.

To remove a specific course:

> Select the appropriate course, and click Remove Education & Training. 

Completing the form

When all sections of the form are complete, click Submit to save the application. Click Return to Main Page to discard any changes to the form.

Clicking Submit opens the verification panel:
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> Click I Agree to continue.

Or
> Click I Disagree to discard the application.

If you agree, you are then directed to the payment panel:
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> Enter payment information and click Submit to continue. The confirmation appears:
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> Make a note of the reference number and review and check the listed requirements.

> To continue, click Print Application & Confirmation. The application prints the application and confirmation for submission.

Form 1874 Conditional Water Certificate/Wastewater Licence Application

 XE "form:1874" This form is accessed by selecting Certification ► Input Form ► Conditional Water/Wastewater (1874) from the menu. The Certificate Licence Request Information panel appears.
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Complete the following information:

> The Certificate/Licence for which you are applying
> The name of the system for which the certificate or licence is required

> Whether or not you have successfully passed the exam for the certificate or licence for which you are applying

> Click Continue. The Input Form 1874 – Conditional Water Certificate/Wastewater Licence Application Form displays. It is shown here with all but the Applicant Information panel collapsed.
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In the following diagrams, the individual panels are shown expanded, and are examined in turn.

Contact Information

To update applicant information:

> Click Edit Contact Information. This opens the Contact Information panel:
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> Make any required changes and click Save in Profile to commit your changes and return.

Or

> Click Cancel to discard your changes and return.
Employer Information

To update employer information:

> Click Edit Employer Information. The Employer Information panel opens:
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> Select the checkbox if you do not have a current employer. By clicking Find Employer, the Employer Search panel displays:
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> Enter any search criteria and click Search. Your search results will appear in the bottom half of the panel.

> Click the Name of the correct employer. The Employer Information section of your form is populated.

> To continue, click Save in Profile.
Or

> Click Cancel to discard your entry.
Certificate/License Request Information

To enter or modify certificate or license request information:

> Click Edit Certificate/License Request. The Certificate/License Request information panel opens:
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> Enter the required information and click Save & Return to save your changes.

Or
> Click Cancel to discard your changes.

Rationale for Conditional Certificate/License

Enter the required information. If required, click Edit Rationale, which opens the following panel:
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> After entering the information, click Save & Return to save your entry.

Or
> Click Cancel to discard your changes.
Operational Experience

Review the displayed operational experience and complete any of the following steps:
> To remove any posted job experience, click Remove. 
> To edit a given past job experience; click Edit Experience n, where n refers to a previous work experience.

> To add job experience, click New Operator Experience. The following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

If you are editing an operator experience item, the following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

Operator in Charge (OIC) Experience

Review the displayed operator in charge experience and complete any of the following steps: 
> To remove any posted job experience, click Remove.

> To edit a given past job experience, click Edit OIC Experience n, where n refers to a previous work experience.

> To add job experience, click New OIC Experience. The following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

If you are editing an operator in charge experience item, the following panel opens:
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Post Secondary Education

Review the displayed post secondary experience and complete any of the following steps:

> To remove any post secondary item, click Remove.

> To add a post secondary education item, click New Post Secondary Education. The following panel opens:
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> Enter the required information and click Save & Return to save your entry.

Or

> Click Cancel to discard your entry.

To edit a given post secondary item:

> Click the name of the College/University. The following panel appears:
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> Enter the required information and click Save & Return to save your entry.

Or

> Click Cancel to discard your entry.

Education and Training

Review the displayed education and training experience.
To remove any education and training item:

> Click Remove.

To add an education and training item:

> Click New Education and Training. The following panel opens:
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> Click Search Courses to find a course. The Search Courses panel appears:
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> Enter the required information and click Save & Return to save your entry.

Or

> Click Cancel to discard your entry.

To edit a given education and experience item:

> Click the Course Title.

> Make the necessary changes and click Save & Return to save your revisions.

Or

> Click Cancel to discard your revisions.

To remove a specific course:

> Select the appropriate course, and click Remove Education & Training.
Completing the form

When all sections of the form are complete:

> Click Submit to save the application.

Or

> Click Return to Main Page to discard any changes to the form.

Clicking Submit opens the verification panel:
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To discard the application:

> Click I Disagree.

To continue with your application:

> Click I Agree. You are directed to the payment panel.
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Enter payment information and click Submit to continue. The confirmation appears:
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> Make a note of the reference number and review and check the listed requirements.

> To continue, click Print Application & Confirmation. The application prints for submission and is ready for submission.

Renewal application form

 XE "form:renewal application" This form is accessed by selecting Certification ► Input Form ► Renewal from the menu. The Application to Renew  panel displays.
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> Select the certificate or licence you are renewing and click Continue. The Input Form – Renewal Form displays. It is shown here with all panels but Applicant Information collapsed.
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In the following diagrams, the individual panels are shown expanded, and are examined in turn.

Contact Information

To update applicant information, click Edit Contact Information, opening the Contact Information panel:
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> Make any required changes and click Save in Profile to commit your changes and return.

Or

> Click Cancel to discard your changes and return.
Employer Information

To update employer information, click Edit Employer Information. The Employer Information panel opens:
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> If you do not have a current employer, select the checkbox.

Or

> If you need to search for your current employer, click Find Employers. The Employer Search panel displays:
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> Enter any search criteria and click Search. Your search results will appear in the bottom half of the panel.

> Click the Name of the correct employer. The Employer Information section of your form is populated.
Application to Renew

If necessary:

> Click Edit Application to Review. The following panel appears:
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Select the applicable certificate and click Save & Return to save your entry, or Cancel to discard your entry.

Operational Experience

Review the displayed operational experience.

To remove any posted job experience:

> Click Remove.

To edit a given past job experience:

> Click Edit Experience n, where n refers to a previous work experience.

To add job experience:

> Click New Operator Experience. The following panel opens:
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Add the particulars and click Save & Return to save your changes, or click Cancel to return and discard your changes.

If you are editing an operator experience item, the following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

Operator in Charge (OIC) Experience

Review the displayed operator in charge experience.

To remove any posted job experience:

> Click Remove.

To edit a given past job experience:

> Click Edit OIC Experience n, where n refers to a previous work experience.

To add job experience:

> Click New OIC Experience. The following panel opens:
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> Add the particulars and click Save & Return to save your changes.

Or

> Click Cancel to return and discard your changes.

If you are editing an operator in charge experience item, the following panel opens:
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Completing the form

When all sections of the form are complete:

> Click Submit to save the application.

Or

> To discard any changes to the form, click Return to Main Page.

Clicking Submit opens the verification panel:
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To discard the application:

> Click I Disagree.

To continue with the application:

> Click I Agree. If you agree, you are directed to the payment panel:
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Enter payment information and click Submit to continue. The Confirmation panel appears:
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The complated Drinking Water Cartificate / Wastewater Licanse Application Form and payment must be raceived by the Program
Administrator in ordr for your application ta ba processed. No sxceptions are permitted.
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Make a note of the reference number and review and check the listed requirements. 
To continue:

> Click Print Application & Confirmation. The application then prints for submission.

Listing saved certification application forms

 XE "certification:listing saved forms" To work on a saved application form that you previously saved:

> Select Certification ► List Saved Drafts from the menu. The List Saved Drafts – Certification panel displays:
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Updating saved certification application forms

Clicking on the Date Created field for the desired form will reopen the form for input, as described in the previous sections. Selecting one or more forms with checkboxes and clicking Delete Draft will delete the forms.

Printing submitted applications

 XE "certification:printing submitted applications" You can view the certification applications you have submitted and print the application and confirmation pages again by selecting Certification ► Print Submitted Applications from the menu. The following panel appears:
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> Fill one or more selection buttons next to the Reference Number, and click Print Application and Confirmation. The system will print both the application and confirmation forms.
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