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XC2 Software Knowledge Base

How to Use This Guide Online
KB Asset ID:  3625

This page describes how to use this manual For Use Online

Finding the Guide Online

This guide can be found online at the following address

http://xc2help.net/ffxwb/?kbid=3500

You may also perform a search for the guide.

1) Go to our knowlagebase

xc2help.net

2) Click the link to access our search page

XC2help.net

Notes:

--- Page 1 of 9 ---

How to Use This Guide Online http://www.xc2help.net/ffxwb/?kbid=3625
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Search

Perform a search for Users Manual

Notes:
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Select the Users Manual

Notes:
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Online Guide

Notes:
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Chapters

This Guide is divided into chapters.

To open a chapter, Click the link directly below the description of the chapter.

Notes:
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Chapter Topics

Each Chapter will have its own topics.

Click a topic to view the page

Notes:

--- Page 6 of 9 ---
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Topic Page

Each Topic will have its own Web Page

Each Page has a description of the Topic with Screenshots directing "how to"

Notes:
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Getting Back to the Table of Contents

In your web browser, click the back button Twice

Notes:
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You will be taked back to the table of contenets

Notes:

--- Page 9 of 9 ---
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XC2 Software Knowledge Base

How to Use XC2's Knowledge Base
KB Asset ID:  2038

Describes how to navigate the Knowledge Base and find useful pages

Key Words

XC2's Knowledge Base uses keywords to identify Knowledge Base pages. To search for Knowledge Base pages, type a keyword in the

search bar that pertains to the topic you would like to explore.

For instance, if you would like to know how to enter a backflow test, type Enter Test as keywords then press search.

You should see every page related to the key words entered.

Notes:

--- Page 1 of 3 ---
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Search Results

Once you have found the page you were looking for, click on the link and the Knowledge Base page will open

Notes:

--- Page 2 of 3 ---
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Return to the search screen

When you are done looking at the Knowledge Base page, click Knowledge Base Search to return back to the search menu.

Notes:
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How To Grant a Utility Employee Web Access
KB Asset ID:  3626

This page describes how to give a current utility employee web access.

Go To User Administration

Go up to the file menu and select User Administration

Notes:

--- Page 1 of 3 ---
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Create New or Edit Current

You can create a new account or you can edit a current existing account

Click New to Create a New account

or

Double Click a current account to add this feature

Notes:
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How To Grant a Utility Employee Web Access http://www.xc2help.net/ffxwb/?kbid=3626

2 of 3 2/20/2017 9:51 AM



Grant Access to Web

Click this box to grant Web access to the user

Notes:

--- Page 3 of 3 ---
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XC2 Software Knowledge Base

How To Log Into XC2
KB Asset ID:  3512

User login

The Login Screen

The login Screen consists of several pieces of information that depending on logon

requirents, are required to be filled out.

User Name (required)

Password (optional)

Notes:

--- Page 1 of 3 ---

How To Log Into XC2 http://www.xc2help.net/ffxwb/?kbid=3512
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Entering User or Account Name

There are a couple options when entering the user name

• Type in users name

• Click on the Avatar button to select user account

Notes:

--- Page 2 of 3 ---
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Enter User Password (if required)

Click OK

Notes:

--- Page 3 of 3 ---
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How to Create a new User Account or Change Existing User's

Information
KB Asset ID:  33

This Page Describes How to setup a New User Account or Make Changes to an Existing Account

User Administration

Note: You need to be logged in with Super Administrator access level to make changes in this area.

If you do not have Super Administrator access, you will not be able to create or edit User Accounts.

To create or change a user account, you need to access User Administration

• Scroll through Favorite Tasks list

• Double click User List

Notes:

--- Page 1 of 5 ---

How to Create a new User Account or Change Existing User's Information http://www.xc2help.net/ffxwb/?kbid=33
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User Accounts

To create a new account click the Add button.

Notes:

--- Page 2 of 5 ---
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Personalize The Account

Enter the information for:

• User Login Name

• Access Level

If you would like to set the login password yourself

• Click the password Button on the top right corner

Notes:

--- Page 3 of 5 ---

How to Create a new User Account or Change Existing User's Information http://www.xc2help.net/ffxwb/?kbid=33
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New User

After you save the record, a new User will appear in the list.

Notes:

--- Page 4 of 5 ---
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Make Changes to the Account

If at any point you would like to make changes to an Account, double click on a record you would like to

change, then edit the field you would like to change.

Notes:

--- Page 5 of 5 ---
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Your Business Information
KB Asset ID:  2613

This is the area in XC2 to fill in much of your business information.

Once entered here, the information will also be available to insert into your letters by the use of a merge

field.

Administrators Setup

From the main screen,

• Click Administrators Setup

Notes:

--- Page 1 of 2 ---

Your Business Information http://www.xc2help.net/ffxwb/?kbid=2613
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Adding Your Organizational Information

Once the main organization page opens, enter the information for your company.

Notes:

--- Page 2 of 2 ---

Your Business Information http://www.xc2help.net/ffxwb/?kbid=2613
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How to enter your organizations logo and or Letterhead into

XC2 FOG
KB Asset ID:  2859

This page describes how to enter your organizations logo and or letterhead into XC2 FOG

Administrators Setup

You can enter your Organizations Logo in Administrators Setup

Click Administrators Setup on the main page

Note: You need super administrator access to make changes in this area

Notes:

--- Page 1 of 6 ---

How to enter your organizations logo and or Letterhead into XC2 FOG http://www.xc2help.net/ffxwb/?kbid=2859
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Buisness Info Tab

Under Business Info

Click Logo/Letter Prefs

Notes:

--- Page 2 of 6 ---

How to enter your organizations logo and or Letterhead into XC2 FOG http://www.xc2help.net/ffxwb/?kbid=2859
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Logo/Letter Prefs: Adding Logo

The top portion of Logo/Letter Prefs is for your Logo

Click Load From Document then select your logo.

Notes:

--- Page 3 of 6 ---

How to enter your organizations logo and or Letterhead into XC2 FOG http://www.xc2help.net/ffxwb/?kbid=2859
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Change Size of Logo

The logo should fit inside of the designated square. If you need to change the size, you may adjust the scale

by adjusting the percentage

Click Save when you are finished

Notes:

--- Page 4 of 6 ---
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Logo Letter Prefs: Letterhead

The Letterhead portion is located on the bottom of the screen

Click Load from document to add your letterhead.

Notes:

--- Page 5 of 6 ---
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Adjust the size

The letterhead should fit in the designated space. If you need to adjust the scale, you may do so just below

the desigated space.

Important: When uploading your letterhead, only load the portion of the letterhead that has your

organizations information. Do not upload a file that is the size of a full sheet of paper.

Click Save when you are done

Notes:

--- Page 6 of 6 ---
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What is the main Screen
KB Asset ID:  3504

This page serves as in introduction to XC2's Main Screen

XC2's Main Screen

This is XC2's Main Screen

This is your main navigation tool that you will use to navigate your data.

In this section we will go over how to use this page and the features that are available

Notes:

--- Page 1 of 1 ---
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XC2 Software Knowledge Base

Main Page Features
KB Asset ID:  2594

XC2's Main Page was designed to make everyday tasks in XC2 easier to access and quicker to navigate by

making some of the most used features in XC2 available on one page.

List View

This is you main viewing area for all records.

Here you can view records as a list

Notes:

--- Page 1 of 6 ---
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Tool Bar

The Tool Bar Located Above the List View gives the users many options to help manage your list of records

• Create New Records

• Manage Records

• Search For Records

• Display All Records

• Export Records

Notes:

--- Page 2 of 6 ---
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User Options

In the top left corner you can change your personal user options.

Some of these include

Colors and Themes

Change Modules

Change Screen Sets

We will go deeper into this later on in this guide

Notes:

--- Page 3 of 6 ---
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XC2 Kiosk

This is XC2's Kiosk

Here you can quickly access a variety of cool features

We will go deeper into this area later in this guide so for now just now be aware of XC2's Kiosk

Notes:

--- Page 4 of 6 ---
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Favorite Tasks

Favorite Tasks will be your main navigation hub.

This is how you will access your "Data Tables"

Data Tables include

• Facility Records

• Assembly Records

• Testing Company Records

• Tester Records

• Test History

• Test Kit List

By clicking on one of the buttons inside the Main Page you will display the associated records

Notes:

--- Page 5 of 6 ---

Main Page Features http://www.xc2help.net/ffxwb/?kbid=2594

5 of 6 2/20/2017 9:56 AM



Quick Entry Buttons

The Lower Right Portion has 4 buttons added for easy access

• Send Notice

• Enter Test

• Enter Survey

• Exit XC2

These buttons were added to the Main Page for quick access

Notes:

--- Page 6 of 6 ---
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What Am I Looking At?
KB Asset ID:  3506

This page explains how to identify what types of records you are looking at.

Im Lost How Do I Get Back Home.

Here is a Senario

You have been opening and closing records all day and you are looking for a specific serial number for a

backflow assembly on you list view but you cant find it.

You very well could be looking at the wrong list

If you find yourself in a senerio like this, it is a good idea to first confirm what Type of records you are

looking at.

This page will go over how to confirm what type of records are being displayed on the screen

Notes:

--- Page 1 of 3 ---

What Am I Looking At? http://www.xc2help.net/ffxwb/?kbid=3506
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Table Name

On Each List View, the Table Name is displayed in the top left corner.

Here we are looking at the Facility List View

Notes:

--- Page 2 of 3 ---
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Highlighted Label

The current table that is selected will be highlighted in favorite tasks.

This is another way to confirm where you are located.

Notes:

--- Page 3 of 3 ---
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How to Set the New Main Screen as the Default Screen and

Automatically Appear on Startup
KB Asset ID:  2910

This page will describe how to set XC2's new Main Screen as the default navigation page and also have it

appear when you log into XC2

Main Screen

This is the Main Screen

Notes:

--- Page 1 of 3 ---
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My User Preferences

You can set the new Main Screen as the default navigation page and set it to automatically launch upon

startup within My User Preferences

To access My User Preferences

Go up to the File Menu

Select My user Preferences

Notes:

--- Page 2 of 3 ---
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Startup Prefs Tab

For Main Screen to Appear upon Startup

Click

Startup Prefs Tab

Check Use - Main Screen Feature

Check Display Homepage at Startup to have it appear when you first login

Notes:

--- Page 3 of 3 ---
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Resizing and Moving the Main Screen
KB Asset ID:  3507

The Main Screen can be resized and moved around. This page describes how to do that.

The Main Screen Can be Resized and Moved

As you can see here, the main screen fits within XC2's Main Window

you can size and move the Main Screen withing XC2's Main Window

Notes:

--- Page 1 of 7 ---
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Moving XC2 - Title Bar

You can move the Main Screen around by clicking on the Title Bar and Sliding the Main Screen to a different

location

Click in the Title Bar and drag to your desired location

Notes:

--- Page 2 of 7 ---
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Move Screen

Notes:

--- Page 3 of 7 ---
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Resize Manually

The Main Screen can be Resized and made larger or smaller

Click on the edges or sides of the Main Screen to manually adjust its size

Notes:

--- Page 4 of 7 ---
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Resize

Notes:

--- Page 5 of 7 ---
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Maximize

You can Maximize the screen by clicking the Maximize button in the title bar

Notes:

--- Page 6 of 7 ---
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Maximized

Notes:

--- Page 7 of 7 ---
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Automatically Adjust Column Widths and Auto Maximize
KB Asset ID:  2892

This page describes how to have XC2 automatically adjust column widths on List Views and how to use the

auto Maximize Feature.

Note: This feature is only available in XC2 XO.

List Views

You are probably aware that you can manually adjust column widths, but you can also have XC2 widen

the column widths for you.

Below is a list view of Facility Records where the column width is either too large or too small for the

entries within the column.

Notes:

--- Page 1 of 5 ---
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Adjusting Column Widths

In the top left corner of the Main Page, there is a box with 3 dots.

To adjust the column widths of all columns, click this box.

Notes:

--- Page 2 of 5 ---
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Widths will be automatically adjusted

Notes:

--- Page 3 of 5 ---
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Auto Maximize

You can also Auto Maximize the Main Screen by clicking the box just to the right of the Auto Adjust button.

This will enlarge the Main Screen to fill the entire XC2 window.

Notes:

--- Page 4 of 5 ---
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The Main Screen will be Auto Maximized

Notes:

--- Page 5 of 5 ---
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Facility vs Assembly
KB Asset ID:  3596

The 2 primary working areas in XC2 are the FACILITY and the ASSEMBLY records.

This document will explain the fundamental differences.

The Assembly Record

The assembly record is specific to the backflow itself.

Areas Indicated

1. Address information

• Service Address

• Mailing Address

• Owner Address

• Property Manager Address

2. Equipment Information

• Device Type

• Size Manufacturer

• Model

• Status

• Test Dates

3. Location Specific Information

• Hazard Type

• Meter information

• Physical assembly location

• Comments

4. Protection Information

Facility vs Assembly http://www.xc2help.net/ffxwb/?kbid=3596
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Facility Record

The Facility record is what we refer to as the Parent to the backflow record.

Unlike an assembly record that has specific backflow information, the facility is used to group

backflow records into one.

Think of it as the building where the backflows are locate.

Areas Indicated

1. Address information

• Service Address

• Mailing Address

• Owner Address

• Property Manager Address

2. Location Identifiers

• ID Numbers

• Survey Dates

• Map Page Location

3. Location Status

• Hazard Type

• Service Type

• Assigned Inspector

4. Associated Backflow List

Facility vs Assembly http://www.xc2help.net/ffxwb/?kbid=3596
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What List Am I Lookin At?

When looking at the list view, which list you are currently viewing is indicated above the listing of records.

The title circled indicates that the current list view is that of Assembly Records.

Notes:

--- Page 3 of 3 ---
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How to Access the Main Screen
KB Asset ID:  2909

Just in case the screen is closed accidentally, this page will describe how to make the screen appear again.

From Older Screen

If the older screen is present you can access the larger screen by clicking Show Main Screen

Notes:
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If No Screen is Present

If you do not have a screen visible you can access the main screen two different ways.

Here is an example of what XC2 looks like if no screen is present.

Notes:
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From File Menu

You can access the Main Screen from the file menu.

Click File

Navigation Page

Main Window

Notes:

--- Page 3 of 5 ---

How to Access the Main Screen http://www.xc2help.net/ffxwb/?kbid=2909

3 of 5 2/20/2017 9:58 AM



Click XC2 Logo

You may also click the XC2 Logo in the bottom left corner

Notes:

--- Page 4 of 5 ---

How to Access the Main Screen http://www.xc2help.net/ffxwb/?kbid=2909

4 of 5 2/20/2017 9:58 AM



Main Screen

All three methods shown will bring the main screen back up.

You may also want to check if the main screen is your default navigation page.

Click the link below to learn how to set the main screen as your default navigation page.

Setting Main Screen as Default

Notes:
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Sorting A List And Creating Subset of Records
KB Asset ID:  3353

There will be times when you will not want to use the search features but instead gather a list, sort that list,

highlight spacific records and create a subset.

Sorting List and Subsets

In this case, I am looking for all Backflow history with a date range

1. Backflow History button

2. Click the All tab

3. Show All Records

4. Sort Event Date column

Notes:
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Highlighting Records

There are a couple of ways to highlight records in a list.

If there are gaps between the records you wish to highlight

• Hold the Control key down then click on record

If the records oare all in a row and the entire list can be highlihted withour scrolling

• Hold the left mouse button down while dragging through the list of records

If the list you need to highlight is long and continues past the screen.

• Highlight the first record in the list that you wish in the list

• Scroll through the list until you see the last record you wish in the list

• Hold the Shift key down and click on the last record

Notes:
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Create Your Subset

Once you have the records highlighted you wish to have in your list

Pres Control + H key

Notes:
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Subset Of Records

Your list will now only contain the records highlighted.

Here you can run a report or export the list.

Notes:
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XC2 Software Knowledge Base

How to use XC2's Kiosk
KB Asset ID:  3502

This page describes how to use XC2 Kiosk

XC2's Kiosk is located in the top left corner of the Main Page.

XC2's Kiosk is essentially a pulldown menu containing a variety of tools that can be accessed from the main page.

The following sections will go over XC2's Kiosk and describe its uses.

Notes:
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Selecting Tool Sets

By clicking in the Kiosk's Pulldown Menu you can select a variety of Categories

These include

• Saved Searches

• Quick Lookups

• Exports

• Reports

• List Views

• Special Functions

• Resources and Pick List

Notes:
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Enhanced Saved Searches
KB Asset ID:  45

Create and/or initiate from Main Menu

Overview

Create and/or initiate from Main Menu Search on Related Tables

e.g. search for Facility records based upon Backflow Record information

Main Page

1. Launch the Saved Search Editor

Main Screen

Notes:
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Design Your Search

2. Design Your Search Parameters

Saved Search Setup Page

Notes:
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You new saved search is now available

3. Double Click to Run Your Saved Search

Saved Search Selection List

Notes:
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Quick Lookups
KB Asset ID:  2202

The Quick Lookup feature makes checking for important items and dates as easy as clicking a button.

Quick Lookup items include:

• Overdue Notices

• Overdue Tests

• Failed Assemblies

• Tests Due

• Tester Certifications Due

• Surveys Due

• and More!

Quick Lookups can be accessed directly from the Main Page

Notes:
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How to Access Quick Lookups

Quick Lookups can be accessed from the Main Screen pull-down menu in the upper left corner of the screen.

Notes:
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Select Quick Lookups

In this pulldown menu, there are also other options that can be chosen. If Quick Lookups is not selected,

click the pull-down menu and select Quick Lookups.

Notes:
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Quick Lookup Items

When Quick Lookups is selected,

A variety of different lookup items will appear in a menu with a scroll bar.

To use these items, double click on the item you would like to view.

Notes:
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Example 1

Below I have selected Overdue Tests Quick Lookup

After clicking on the Quick Lookup Option, the BFP Assembly List is selected and a list of all assemblies that

are currently past their Test Due Date appeared in the Main Screen List View.

Notes:
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How to Create a New Export File
KB Asset ID:  2849

This page describes how to create and save a new export file that can be run multiple times.

Choose the correct list

Before creating the new export, you need to choose the correct list.

Here I want to export a list of Facility records so I selected the Facility List on the Main Page

Notes:

--- Page 1 of 11 ---

How to Create a New Export File http://www.xc2help.net/ffxwb/?kbid=2849

1 of 11 2/20/2017 10:00 AM



Export Manager

Under the pull-down menu, In the top left portion of the main page, select Exports

Notes:
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Select Create New Export

Notes:
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Select Fields to Export

Next select the fields to export.

Double click the fields on the left to add them to the export file.

All fields on the right will be exported.

Note: If you would like to change the export order, you may move the fields around on the right by clicking

them and dragging up or down

Notes:
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Select File Type

Select the file type.

Here I selected an Excel file type

Notes:
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Save Export

When you are done creating the Export File, save the export by clicking Save in XC2

Notes:
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Give The Export a Name

Name the export and click Save

Notes:
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Do not save export path

This is used on different occasions. Click No Path to continue

Notes:
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Click OK

Click Ok to Confirm

Notes:
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You are Finished

You are now finished creating the export.

Click the red X to close the export manager.

Notes:
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Easy access to Export

Now after you have created your export you can quickly run the export as many times you like.

To run the export, simply double click on the script, save the file and everything in your list will export.

Notes:
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Kiosk - Reports
KB Asset ID:  3510

This Page Gives an overview of the reports area in XC2

Reports

All Reports can be access from XC2 Kiosk.

There are many options and reports to choose and this guide will go into reporting a little deeper later.

Some of these reports include

• Program Analytics Reports

• Exporting List Views

• Compliance Reports

Notes:
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How to Create a Custom List View
KB Asset ID:  2260

This page describes how to customize list views in XC2

What is a List View?

A list view is a collection of data organized into rows and columns that represents a specific table in XC2.

Below we are looking at a List View of the Facility Table.

Here a collection of facilities is organized into rows, and a collection of information related to these facilities

is organized into columns. Together they represent one List View.

In XC2 you can create multiple List Views and access each list by the click of a button.

Notes:
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Create a New List

To create a new List View, select List Views from the pulldown menu in the upper left corner of the Main

Screen.

Notes:
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New List View

Next, select New List View in the upper left corner of the Main Screen.

Notes:
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Create New List

First, create a name for the list.

Second, select the fields to be included in this list. When you find a field on the left side of the screen that

you want to be on the list, highlight it and either click "Insert" or drag and drop it into the list on the right

side of the screen.

Here I have created a list that just includes Facility Meter Information.

Click Save List View when done.

Notes:

--- Page 4 of 8 ---

How to Create a Custom List View http://www.xc2help.net/ffxwb/?kbid=2260

4 of 8 2/20/2017 10:01 AM



Access New List

After you save your list, a new link will appear in the List View pulldown menu.

You can access your list by clicking on that link.

Notes:
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Changing Your List View

You can switch back to your old List View easily - here I am accessing my default list by clicking on Default

List View.

You can easily switch between all lists by clicking on the lists link.

Notes:
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Editing Your List View

If you want to edit previously made List Views

Select List View Manager in the List View pulldown menu.

Notes:
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Edit List View

With the List View Manager selected, choose the list you would like to edit and select Edit List View.

Notes:
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XC2 Software Knowledge Base

Using Favorite Tasks
KB Asset ID:  3514

This page describes what Favorite Tasks is and how to navigate Favorite Tasks

Favorite Tasks

Favorte Tasks is located in the bottom left portion of the main screen

Notes:
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What Is Favorite Tasks

Favorite Tasks will be your main navigation hub.

This is how you will access your "Data Tables"

Data Tables include

• Facility Records

• Assembly Records

• Testing Company Records

• Tester Records

• Test History

• Test Kit List

By clicking on one of the buttons inside the Main Page you will display associated records

We will have specific Chapters dedicated to each table later in this guide.

For now just know that this is how you will navigate between data tables.
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Customize Favorite Tasks
KB Asset ID:  2866

This page describes how to customize favorite tasks on the Main Page.

What Are "Favorite Tasks"?

Favorite Tasks is a fully-customizable section on the Main Page that gives each user quick access to

specific lists and specific tasks.

The picture below shows where this section is located on the Main Page.

Note: This feature is only available in the latest version, XC2-XO.

If you are currently running XC2-2K11 and would like to use this feature, you will need to upgrade to

XC2-XO.

This upgrade will need to be scheduled, so please call XC2 at your convenience to schedule it.

If your Maintenance & Support contract is current, you can upgrade to XC2-XO at no charge.

Notes:
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How to make Favorite Tasks look the way you want

We designed favorite tasks with individual users in mind. Each User can choose the tasks available in

Favorite Tasks.

Notice below I have changed Favorite Tasks to only include:

Facility List

Assembly List

Automatic Notices

I have also changed the color of each button

Notes:
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How to Customize Favorite Tasks

To customize Favorite Tasks, click Customize Favorite Tasks

Note: If you have not accessed "Customize Favorite Tasks" before, a heart will be located on this button

Notes:
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Default List

By default, the following items are made available in Favorite Tasks (these are the default Items for Super

Administrator access)

• Facility List: Access to Facility Records

• BFP Assembly List: Access to Assembly Records

• BFP Testers List: Access to Tester Records

• Tester Company List: Access to Tester Company Records

• Test Kits List: Access to Test Kit Records

• Test History: List of all Test Records

• Facility Survey History List: List of all Survey Records

• Notice Setup: Create New or Edit Current Notices

• User List: Current XC2 User Login Accounts

• Automatic Reminders: Items that may require attention

• Automatic Notices: Send Notices via Automatic Notices

• Administrator Setup: Make Administrator changes to XC2

You may rearrange this list in any order you like by highlighting the list name and dragging and dropping it

into the location you want. You can also remove or add items.

At any given time, you can click the Default List button to restore the default task options.

Customize Favorite Tasks http://www.xc2help.net/ffxwb/?kbid=2866

5 of 12 2/20/2017 10:02 AM



Adding Items

You can add items to the Favorite Task list by double-clicking on the item on the left (or by highlighting the

item), and then clicking Insert.

Notes:
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Rearranging Items

You may re-arrange the items in the list by clicking and dragging the item up or down the list.

Note: when you drag an item, a plus sign will appear and the location where the item will be moved to will

be outlined in blue.

Notes:
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Removing Items

You can remove an item by highlighting the item and then clicking Remove.

Note: you may remove all items from this list by clicking Clear All.

Notes:
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Changing the Color of Buttons

The buttons can be one of three colors at any time.

Main Color: This is the default color of the buttons if it is not selected or your cursor is not "hovering" over

the button.

Roll-Over Color: This is the color of the button if your cursor is "hovering over" the button.

Clicked Color: This is the color of the button when the button has been clicked.

To change the color, click the color wheel located above the type of color you would like to change.

Notes:
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How to Return Colors to Default (if desired)

If you decide you like the default colors better, click Default Colors.

Notes:
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Single Click, Double Click

You can even change the behavior of each button.

Select Single Click if you prefer single-clicking over double-clicking.

When you are finished customizing Favorite Tasks, click OK.

Notes:
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Lookup/Resource List Overview
KB Asset ID:  3527

This Page Describes What the Lookup/Resource list is, and how to modify items in this area.

What is Lookup/Resources List?

The Lookup/Resources list area is an important configuration area that allows users to customize specific

items in XC2.

Items that can be customized in the lookup/resource area includes

1) Zip Codes

2) Equipment Types

3) H20 Organizations

4) Most Pulldown Menus

5) Hazard Types

Lookup/Resource List Overview http://www.xc2help.net/ffxwb/?kbid=3527
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Where do I find the Lookup/Resource List?

This area can be found under favorite tasks.

Notes:
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Example - Zip Codes

Most of the Items in the Lookup/Resource list area are customized the same way.

here I will demostrate an example of how to create a new zip code

Create a new Zip Code record

Highligh Zip Code and click select

Notes:
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Add New Zip Code Record

Click Add to create a new Zip Code Record

Notes:
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Save You New Entry

Enter

Zip Code

City

State

Area Code (optional)

Notes:
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Zipcode will be Added

Notes:
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XC2 Software Knowledge Base

User Preferences: Colors, Themes and Font Size
KB Asset ID:  39

Each User Account in XC2 can be customized to reflect their own personal preferences. This page describes

how to change your color and font settings in XC2.

Personalize

XC2 allows each user to personalize all screens. As you see below, you can get very creative.

Notes:
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Finding Colors and Themes

To Access Colors and Themes go to Users Options

Select My Color and Themes

Notes:
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Colors and Themes Tab

In My User Preferences

Click on the My Colors and Themes Tab

In My Colors and Themes, you can

Change Font Size and Style

Change List View Settings

Change The color of Background Windows

Notes:
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Change Your Font Style or Size

Customize your Fonts in XC2 by choosing your Font Type, Font Size, Font Style and Font Color

Here I made my Font Size Larger in the List View.

Notes:
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Change Your List View Color Settings

Change your List View Color settings by clicking on the buttons on the top portion of the screen

Notes:
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Change Background Color

Choose different background colors in the lower right corner

Notes:
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Choose a Pre-Programed Color Theme

If you don't feel like creating your own theme, you can choose a pre-programed theme for a quick

makeover.

Notes:
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Back to Factory Default Settings

The way you choose to change your settings is entirely up to you so play around with your settings.

Remember, if you realize at some point that you have gone to far, click on the Factory Defaults button and

XC2 will bring you back to the original look.

Notes:
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Quick Search Setup
KB Asset ID:  3015

XC2's EZ Search can be customized so the most-used search parameters can be quickly selected.

Why Customize Your Search List?

Everyone uses XC2 EZ Search differently. For example, you may prefer to search for Assemblies using a

Facility Name while others may prefer to search by Serial Number.

Whatever your preference, each user account has the option to choose their own search options in XC2's EZ

search.

Below shows XC2's EZ Search on the Main Screen.

Notes:
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User Preferences

To customize XC2's EZ Search

Go to Users Options

My Colors and Themes

Notes:
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Select Quick Search Setup

Under General Preferences

Select Quick Search Setup

Notes:
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Choose the Table

Choose the EZ Search List you would like to change.

i.e What type of record will you be searching for?

Notes:
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XC2's Search Listing

Available Fields to add are on the left

Fields that are currently available are on the right

To add a Field: Highlight the field on the left, then click Insert

To remove a Field: Highlight the field on the right, then click Remove

You may also rearrange the fields by clicking and dragging fields up or down

Here I have added 7 new fields to XC2's Search Listing

When you have selected or rearranged your fields click Save Setup

Notes:
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Change other Search Lists if Needed

You will be brought back to the Search Setup Screen

NOTE: If you would like to set ALL users to use the same search setup, click

• Set All Users With My Setup

Click Done when complete

Notes:
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Click Done to Close User Prefs

Notes:
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New Quick Search Setup Items

Notes:
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XC2 Software Knowledge Base

How To Change Login Passwords
KB Asset ID:  2108

Page describes how to change a user login passwords in XC2

User Administration

Note: You need to be logged in as a Super Administrator to Access this function

Go up to the File Menu

Select User Administration

Notes:

How To Change Login Passwords http://www.xc2help.net/ffxwb/?kbid=2108
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Select User Account

Select the user login account you wish to add or change the password for.

Notes:
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Click Password

Click Password

Notes:
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Change your password

Change your Password and click OK

Notes:
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XC2 Software Knowledge Base

How To Change Your Own Password
KB Asset ID:  3629

There may be times you will need or want to update your XC2 user login password.

Login Password

Click the File Menu

Notes:
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Open User Preferences

Click My User Preferences

Notes:
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Change Password

Click the Change PAssword button.

Notes:
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Enter New Password

Enter you new password in the top line then again to confirm

Click OK

Notes:
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Log Out Then Log Back In

The next time you log back into XC2 you will enter your new password .

Notes:
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XC2 Software Knowledge Base

Avatar - Username Feature
KB Asset ID:  3289

This page describes how to add a picture to your user account, and have your picture and user name show

up in a pick-list on the password entry screen.

Avatar on Login

If you would like to add an Avatar / picture to your XC2 login screen, we have a new feature that will allow

you to do that.

Notes:
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Log In with Username and Avatar

This page describes how to add a picture to your user account, and have your picture and user name show

up in a pick-list on the password entry screen.

Forgot your "user name"?  No problem.  A single click displays all user name with their picture/photo/avatar.

On the Login screen, if you click the Avatar button, XC2 will pull up a list of all Users and their Avatars.

Double clicking on the user account will select that account.

If the User has not uploaded an Avatar, a default picture will be in place.

Notes:
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How to upload your Avatar

Users can upload their picture in User Preferences

Go up to the File menu, select My User Preferences

Notes:
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Click Load Picture

In the top right corner

Click Load Picture

Notes:
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Choose picture and click Open

Choose your picture and then click the Open button

Notes:
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Picture Will be Added

Your picture has been added

Click Done to save

Notes:
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Super Admin

If you are the Super Administrator, you may upload Avatars for all Users

Go up to the File menu

Select User Administration

Notes:
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List of All Users

This is a list of all Current Users

Double click on a record to open it

Notes:
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Change Avatar

Super Administrators can change every user Avatar by clicking

Avatar/Picture

Notes:
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XC2 Software Knowledge Base

XC2 Quick Search Feature
KB Asset ID:  2126

This Page describes how to perform a quick search from the main screen.

What is a Quick Search?

XC2's Quick Seach is designed to narrow your search results as you type within the search bar.

The Quick Search Bar can be found in the upper right corner of the Main Window.

Notes:

--- Page 2 of 3 ---

XC2 Quick Search Feature http://www.xc2help.net/ffxwb/?kbid=2126
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How to Quick Search

First choose your search parameter

Next Start Typing

XC2 Will automatically narrow your search results as you type.

Notes:
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XC2 Software Knowledge Base

XC2 EZ - How to Use XC2's EZ Search From Search Menu
KB Asset ID:  2611

Outlines how to use XC2's EZ Search

Search Window

Click find to access the Search Window

Notes:
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EZ Search

XC2's EZ Search is the Most Basic Search option

Select a Search Criteria

Note: Each User can customize their own EZ Search Options

Notes:

--- Page 2 of 5 ---

XC2 EZ - How to Use XC2's EZ Search From Search Menu http://www.xc2help.net/ffxwb/?kbid=2611

2 of 5 2/20/2017 10:36 AM



Select how you search

Select how you want XC2 to Search

Notes:
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Type what you want to find

Type you search value

click the magnifying glass to search

Notes:
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Results will appear in the list view area

Notes:

--- Page 5 of 5 ---

XC2 EZ - How to Use XC2's EZ Search From Search Menu http://www.xc2help.net/ffxwb/?kbid=2611

5 of 5 2/20/2017 10:36 AM



XC2 Software Knowledge Base

Multi-Field Search
KB Asset ID:  3627

This page overviews XC2s multi-Field search option from within xc2's search menu

Click the Search Menu

Notes:

--- Page 1 of 4 ---
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Multi-Field Search

Click the Multi-Field Search Tab

Notes:
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Add up to 5 Items

You can add up to 5 search parameters

Type your parameters

Notes:
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All or Any?

You can modify the search to look for all parameters or any records that match any one of the criteria.

The Default Option is All

Click the magnifing glass to search

Notes:
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XC2 Software Knowledge Base

How to Use XC2's Power User - 1 Field Search
KB Asset ID:  2609

Page outlines how to use XC2's Power User 1 Search Tab

Power User 1

Unlike EZ search and Muliti-Field search, Power User 1 search offers many different Search parameters you

may choose from.

Notes:
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Select Category

First select a category, click the pull-down menu to display the available categories.

Notes:
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How to Use XC2's Power User - 1 Field Search http://www.xc2help.net/ffxwb/?kbid=2609

2 of 6 2/20/2017 10:37 AM



Choose parameter

Next choose the parameter you would like to search by.

Notes:
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Choose How XC2 will search

Select how XC2 will Search. The options are

• Begins With

• Equals

• Does not begin with

• Does not equal

• Contains

• Does not contain

• Is greater than

• Is greater than or equal to

• Is less than

• Is less than or equal to

Notes:
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Search For

Type what you would like to search for

Click the Magnifying Glass on the lower right corner

Notes:
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Search Results

Records that match you search parameters will appear in XC2's List View Window

Notes:
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XC2 Software Knowledge Base

How to Search by Date Range
KB Asset ID:  16

Searching by a Date Range enables users to find dates that occur within a specific period of time. This page

describes what types of dates you can search for and how to search for them.

Records With Dates

Many dates can be entered in XC2: facilities have survey dates, assemblies have test due dates, tester

records have certification dates and test kits have calibration dates.

There are obviously more dates than mentioned above available in XC2, but the point is you may need

to isolate specific records that are tied together by a specific date range.

Below outlines the process of how you can find specific records based upon a date range.

On The Main Screen

Choose a type of record you would like to search for by selecting the corresponding list view.

Here I am selecting the BFP Assembly List.

Click the Find button on the top of the screen.

Notes:
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Power User - 2

Click Power User - 2 Fields found on the search window.

Power User - 2 Fields

Notes:
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Choose a Date Parameter

Choose a specific type of date you would like to search for.

In this example we are choosing Next Test Due Date

Notes:

--- Page 4 of 7 ---
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Choosing the Date Range

Type the start date in the first field

Then

Click Search By Range

Search By Range Button

Notes:
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Type in the end date, then search with eyeball.

Note:

In this example, we are searching for all BFP Assemblies with Next Test Due Dates between February 1st

2013 through February 28th 2013.

Notes:
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Search Results

After clicking Search, all results will appear on the Main Screen.

Below are all devices that are due to be tested in February of that year.

Febuary's Next Test Due

Notes:
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XC2 Software Knowledge Base

How to Create a Saved Search in XC2 Backflow
KB Asset ID:  3216

This page describes how to create a query (Saved Search) that can be performed over again without

re-configuring.

What Is a Saved Search

A Saved Search is a saved set of information that can be used to create and re-create groups of records

within a list view.

Saved Searches are useful when you need to find a specifc set of information multiple times.

If you find yourself constantly looking for specific records, save yourself some time by creating a Saved

Search.

Notes:

--- Page 1 of 10 ---
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Saved Search Manager

In the Saved Search screen

Click the Saved Search Manager

Notes:

--- Page 2 of 10 ---
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Add Saved Search

To create a new Saved Search, click Add Saved Search.

Note: You can edit saved searches by double clicking on existing saved searches.

Notes:
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Saved Search Name

Create a name for your Saved Search.

Make a choice from the Results Table: what type of records are you looking for? Example, Assembly records

can be found in the BFP Assembly table.

Description: by default, the description of the search will be the name of your search. You can change the

description by typing into the description box.

Notes:
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Add Saved Search Item

You can begin to create the saved search by clicking Add Saved Search.

Notes:
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Choose First Parameter

Choose the first field that you would like to include in your saved search.

You can choose a field by double clicking on the name of the field.

Notes:
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Type in a value or choose from the list

Next choose one of the items in the "Operator" dropdown.

Next you need to do one of two things:

1) Hand-type the value to search for OR

2) Choose a date from the list provided

Note: If the field in XC2 is a checkbox, type True in the value box for when the box is checked and False if it

is not checked.

Notes:
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Multiple Search Parameters

If you have multiple search parameters, you can choose to have the results match all parameters or any of

the listed parameters.

Notes:
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Save Your Search

When you are finished creating your saved search, save the search by clicking Save.

Notes:
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Saved Search Buttons

All Saved Searches will be available on the main page.

Notes:
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XC2 Software Knowledge Base

Advanced Search Settings
KB Asset ID:  3628

You can Customize each search option from within the search screen. This page describes how to use New,

Append, Within and Exclude

Advanced Options

The below options can help create a custom list of records

other than create new, these other search options are for modifying an existing list

Notes:

--- Page 1 of 6 ---
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Create New

This will create a new list of records. This is the standard search option

Notes:
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Advanced Search Settings http://www.xc2help.net/ffxwb/?kbid=3628

2 of 6 2/20/2017 10:38 AM



Append To

This option will add records to an existing list.

Notes:
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Search Within

This option will only search through your current list of records

Notes:
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Exclude

This will remove a group of records from your existing list view

Notes:
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No Value Search

You can also search for records if there is no value in the search parameters.

Use the Symbol "!" to find records that do not have a value in place

Here I am searching for backflow assemblies that do not have a next test due date

Notes:
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XC2 Software Knowledge Base

What is a Facility Record?
KB Asset ID:  3515

This page describes the concept of a Facility Record

What is a Facility Record?

A facility record is an account of a specific building or parcel.

In terms of backflow prevention It is essentially the Space that is surveyed and where backflow assemblys

are installed and tested.

When creating Assembly records, you will be associating the backflow assembly record with a Facility

Record.

Here is a facility record with multiple backflow assemblies associated with it

Notes:

--- Page 1 of 1 ---
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XC2 Software Knowledge Base

Facility Screen Overview
KB Asset ID:  3516

This page goes over all of the different parts of XC2's Facility Screen

Service Information

The Facility Service Information is located within it own Tab in the Top Left Corner.

Service address is the physical location of the facility record

This is the default Facility Information that appears when you open a Facility Record

Service information includes

Facility Name

Facility Service Address

Facility Service City, State and Zip

Contact information

Notes:

--- Page 1 of 8 ---
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Mailing Address

Facility Mailing Address

Each Facility can have its own mailing adress that is seperate from the service information

The Mailing Address is where mail is sent

Much like the Service address, the Facility Screen Contains

Facility Mailing Name

Facility Mailing Address

Facility Mailing City, State Zip.

Facility Contact Information

By default, Mailing information will be the same as service information until the record is changed.

Notes:
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Owner Address and Property Manager

You can have two other types of address information in a Facility Record as well

Owner Address and a Property Manager

The Owner Address is the person who owns the building

The property manager is somone who is hired to run the facility

Both Address Tabs are Seperate and can hold individual address information

Notes:
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General Facility Information

The top right portion of the facility Screen contains general Facility Information regarding the Buisness

This information includes

Survey Date History

Account Number information

Location Id's

All of this information is specific to the facility record

Notes:
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Facility Assembly List

The default tab at the bottom is the Faciliyt Assemby List

All assembly records that are associated with that facility will be listed.

Notes:
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BFP Assembly History

The BFP Assembly History Can be Accessed from the Facility List

The History Tab will display all tests, repair, replacement or installtion record entered for each Assembly

Notes:
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Facility Letter History

You can access All facility Letter history from the faciltiy page

Notes:
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Survey History

You can access past survey information from the Facility Screen

Notes:
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XC2 Software Knowledge Base

How to Add A New Facility
KB Asset ID:  24

How to Add a New Facility Record in XC2

Facility List

From the Main Screen, Click the Facility List

Notes:

--- Page 1 of 5 ---
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Adding a Facility Record

Click the Add Button on the top left of the Screen

Notes:

--- Page 2 of 5 ---
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Enter Facility Information

Type Facility Service Information into Facility Information

Notes:
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Confirm The Mailing Address

Click on the Mailing Address Tab.

By Default, the Mailing Address will be the same as the Service Address. If you would like the Mail to be Delivered to a

different loca"on, change the address informa"on here.

Click the Save Bu#on

Notes:
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You have created a New Facility

Notes:
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XC2 Software Knowledge Base

How to Edit a Facilty Record
KB Asset ID:  2615

The page describes how to edit an existing Facility record

Search for the Facility

Search for the Facility you wish to edit

Remember, You can use the search bar on the Main Page or click Find to open the search window.

Notes:

--- Page 1 of 3 ---
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Open Facility Record

Once you have found the Facility Record you would like to edit, Double Click on the record to open the

Facility Record

Notes:
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Edit Information

To edit a facility record,

Click into the field you would like to edit.

Note: Clicking into a field that has information will highlight the field blue.

Once the facility information is highlighted, type the changes you would like to make in the field. After you

have made your changes, click Save in the bottom right corner of the screen.

Notes:
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XC2 Software Knowledge Base

How To Change the Address Options in a Facility Record
KB Asset ID:  55

This page describes how to change the Adress options for individual Facility Records in XC2.

What Are Address Options

Address Options in XC2 Allow Users to choose

1) Where notifications are mailed to

2) If a notice be sent at all

3) If a notice is sent, should it be sent by Email? (Extra license required)

4) Should the Mailing record be updated with the information in your Billing System (extra licensing

required)

5) Should the Mailing and/or Owner Address be the same as the Service Address.

These options are chosen on an individual Facility Record Basis

Below is XC2's Address Option Screen

Notes:
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Open a Facility Record

To access Address Options in XC2,

• Open a Facility Record

• Click Address Options

Notes:
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Change Address

To change the Mailing Location, check the Mail to Box that is next to the correct address location

The Mail To Boxes are located in the top section of the Mailing Options Screen

Below I chose to change the mailing location from the Mailing Address to the Propert Manager Address

Notes:
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Email and Exemptions

In the Second Section of the Mailing Opitons Screen you will find two check boxes

1) Send Notices via email

If you would like to send the notice via email, check send notices via email.

Note: If you would like to send a notice via email it will require a seperate license. Contact XC2 for more

information

2) Send No Notices

Send no notices will exclude notices from printing when using Automatic Notices

Notes:
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Update Options

In the 3rd section of Address Options, you can

1) Exclude the Facility from Billing System Updates

Note: XC2 Update From Billing requires optional registration. Contact XC2 for more information.

2) Choose to have the Facility and/or Mailing Information to be the same as the Service Address

When you are finished making you selections, click the ok button to save

Notes:
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XC2 Software Knowledge Base

Adding Pictures To A Facility
KB Asset ID:  3538

You can store images and documents in a faclity record to be recalled and/or printed.

Open Facility Record

Click the button

• Pictures/Site Map

Notes:

--- Page 1 of 4 ---

Adding Pictures To A Facility http://www.xc2help.net/ffxwb/?kbid=3538

1 of 4 2/20/2017 10:43 AM



Load Document

Notes:
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Navigate to image location

When the windows explorer window opens, naviogate to where the digital image or document is stored

Highlight the file.

Click Open

Notes:
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Click Done

Your image has been added

Click Done if you are finished.

Click the Load Document if there are additional images to load

Notes:

--- Page 4 of 4 ---

Adding Pictures To A Facility http://www.xc2help.net/ffxwb/?kbid=3538

4 of 4 2/20/2017 10:43 AM





XC2 Software LLC  800.761.4999 

 

XC2 User Manual  
Assembly Records 

 
 What Is An Assembly Record? 

 Assembly Screen Overview 

 How to Create a New Assembly Record from Main Screen 

 How to Create a New Assembly Record from a Facility 

 How to Edit an Existing Assembly Record 

 Adding Pictures to an Assembly Record 

 Keep Your Backflow Models List Updated 
 

 





XC2 Software Knowledge Base

Assembly Record
KB Asset ID:  3008

This page describes what an assembly record means in XC2 and describes parts that makeup an assembly

record

Here is an Assembly record

The purpose of the assembly record is to hold information specific to the backflow preventer.

Types of information typically stored in an assembly record include

1) Assembly Information (Make, Model, Size, Serial Number etc...)

2) Next Test Dates

3) Meter Information

4) Service Information (facility name, service address of BFP)

The following section will go over Backflow Assembly Records

Notes:
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XC2 Software Knowledge Base

Assembly Screen Overview
KB Asset ID:  3522

This page describes the different parts of XC2 's Assembly Screen

Service Address Information

Service Address information appears upon default when opening an Assembly Record.

By defualt, Assembly Service Address information from a backflow assembly will be the same as the Facility

Service Address information

Note: Assembly Service Information can be made different from Facility Service Address Information.

Notes:
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Mailing Owner and Property Manager information

You can access Assembly, Mailing Owner and Property manager address information by clicking on its

related Tab

Like Service Information, you can have separate address information from all three address tabs.

Notes:
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Physical Assembly Information

The Top Right will display the physical information related to the assembly

• Type

• Size

• Manufacture

• Model

• Serial Number

• Status

Notes:
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Next and Last Test Information

Below the physical information is the Next and last test information

• Next Test Due

• Test Frequency

• Last Tester

• Last test date and Status

• Test Form Print Date

Notes:
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Installation and Replacement Information

Right Below Test Information you will find the installation and Replacement information

• Who installed or replaced the BFP

• Initial Install Date

• Next Install Due Date

• Replacement Due

• Last install or Replacement Date

• Permit Number

• Schedule Code

• Protection Type

Notes:
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Make Assembly Inactive

If the Backflow Assembly is Inactive

You can check this box

When a backflow assembly is made inactive, it will not be do for an annual test.

Notes:
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XC2 Software Knowledge Base

How to Create a New Assembly Record
KB Asset ID:  2429

Describes how to Create a new Backflow Assembly Record

Select Assembly List

Select the Assembly List

Notes:
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Click Add

Click the Add Button

Notes:
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Enter Facility Information

The Assembly Record has to be Part of a Facility Record

To Find the Facility Record, type in a portion of the facility name, then press the Tab Button on your

Keyboard.

Notes:
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Create New If Facility Does Not Exist

If you receive a message that the Facility Does Not Exist and you are sure you have entered the correct

information,

• Click Create New

Notes:
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Select the Record

If there are any facility records that begin with the data entered in the facility name field you will be

presented with a list of records to choose from.

This is especially handy in guarding against creating duplicate facility records.

• Highlight the Facility Record then click the Select button

Notes:
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Enter Assembly Information

Enter all information into their Proper fields

1. Assembly Type

2. Size

3. Manufacture

4. Model

5. Serial Number

6. Status

7. Next Test Due Date

8. Fequency Tested (In Months)

Click Save when Finished

Notes:
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You have Now Created a New Assembly Record

Notes:
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XC2 Software Knowledge Base

How to create a new Assembly Record from within a Facility

Record
KB Asset ID:  19

This page describes how to create a new assembly record from within a facility record

Adding Assemblies

First Search for the facility record.

Open the record by double clicking

Notes:
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Facility Record

Once inside the record

Click on New BFP Record

Notes:
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XC2 Software Knowledge Base

How to Edit Backflow Assembly Information
KB Asset ID:  2616

Page describe How to Edit Backflow Assembly Information

Search for the Assembly Record

You can search for the assembly record from the main page or you can search for the Facility record from

the main page.

When you find your assembly record, double click to open the record.

Notes:
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Edit Assembly Information

The assembly information is located on the top right corner of the screen

click into the field that you would like to edit.

click save when you are done

Notes:
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Confirm

if you changed information in the backflow assembly record that is related to the type of device that is

installed. This alert will appear.

If you are correcting information Click Correcting

If this is a replacement or a removal click Replacement/Removal

Notes:
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If this is a Replacement or Removal

if it is a replacement or a removal confirm all information then click Ok to save

You have now endited your assembly information

Notes:
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XC2 Software Knowledge Base

Adding Pictures To Backflow Records
KB Asset ID:  3539

You can store digital images or documents inside an XC2 Backflow record.

Open an Assembly Record

Click the button

Pictures/Site Map

Notes:
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Load Document

Notes:
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Navigate to where your image is stored

When the windows explorer window opens.

• Navigate to where image is located

• Highlight file

• Click Open

Notes:
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Click Done or add additional images

Click Done if you are finished

Click the Load Document if there are additional images to load

Notes:
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XC2 Software Knowledge Base

How To Update Backflow Models List
KB Asset ID:  1010

How to run the XC2 update of the backflow models list.

Quickly Update Your Backflow Models List

• Click the Help menu located at the top of your XC2 window.

About XC2 Software Page

• Click Update BFP Models button

Notes:
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Update Options Page

• Click the Web Site button

Notes:
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Update Processs Begins

Continue

• Click Continue Replace

Notes:
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Preparing to Import

Final Results Options

You can select whether to keep any unapproved assembly models or delete.

Notes:

--- Page 7 of 8 ---

How To Update Backflow Models List http://www.xc2help.net/ffxwb/?kbid=1010

5 of 6 2/20/2017 10:47 AM



Your New Updated Models Are Now Available

Notes:
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XC2 Software Knowledge Base

Test Company Screen
KB Asset ID:  3603

This page is a over view of a Backflow Assembly Testing Company Screen.

XC2's Test Company Screen

Here is XC2's Test Company Screen. This page is an overview on how to find your Test Company list and the

individual parts of a company record.

Notes:
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Getting to your list of Companies.

Your list of companies can be located on the main screen under Favorite Tasks

Click Company List to view list of companies

Double click company to open

Notes:

--- Page 2 of 7 ---

Test Company Screen http://www.xc2help.net/ffxwb/?kbid=3603

2 of 7 2/20/2017 10:48 AM



Company Info

The Default Screen that will open is the Company Info Screen

This is where most used page in a company record.

The top left quadrant provides a space to enter company address information.

1) Business Name

2) Address

C) Contact information

Notes:
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License/Registration

The right portion of the Company Info screen is the License information for the Company.

Some people use this and some people do not.

It is up to you

Notes:
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User Defined Fields

This area is our User Defined Fields Area.

These fields can be renamed to whatever you need.

This screen has permit info added but it can be anything that you would like

Notes:
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Associated Records Area

The Bottom Portion is your Associated Records Area.

Associated Records for a company includes

1) Testers List

2) Test Kit List

3) Web Users (optional)

4) Test History

5) Associated Facilities (Assigned Facilities)

6) Notice History

7) Permit Certificate History

Notes:
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There are a few other Tabbed Areas available on the tester company screen

1) More Custom Fields

2) More Licensing Areas

3) Web Access Info (optional)

4) Expand Items (Detailed Company information.

Notes:
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XC2 Software Knowledge Base

How to Create a New Company Record
KB Asset ID:  2599

Describes how to create a new company record

Click on Company List

Click on the Company List then click Add.

Notes:
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Enter Company Information

Enter basic company information

Notes:
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Enter License, Registration and Certification Info

Enter all license registration and certification info that you may have

Notes:
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Permit Information

Enter any Permit information that you may have

Notes:
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Review

Lastly you want to review all information add any testers that you would like to be included.

Are there any Testers that need to be added?

Do you need to add test kits?

When you are done click save

Notes:
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XC2 Software Knowledge Base

How to Edit a Testing Company Record
KB Asset ID:  3604

This page describes how to edit an existing testing company record.

Search For Company Record

From The Main Screen Select your company list and search for the company that you would like to edit

Double click the record to open

Notes:
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Highlight the field that you would like to Edit

Notes:
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Type the Changes in the field

Notes:
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Click Save when you are Complete

Notes:
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Changes will be Complete

Notes:

--- Page 5 of 5 ---

How to Edit a Testing Company Record http://www.xc2help.net/ffxwb/?kbid=3604

5 of 5 2/20/2017 10:49 AM



XC2 Software Knowledge Base

How to inactivate a company record in XC2 Backflow
KB Asset ID:  3064

This page descirbes how to inactivate company records in XC2 Backflow

Why Inactivate?

Inactivating records is a great alternative to deleting records because it allows you to exclude and hide

records without losing information.

We highly recommend inactivating records rather than deleting records.

Search and Open a company record

Notes:
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Inactive Checkbox

The inactive checkbox is located at the top of the compay record.

When checked, the company will be made inactive

Notes:
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XC2 Software Knowledge Base

How to Change the Company Type in XC2 Backflow
KB Asset ID:  3063

This page describes how to change the company type in XC2 Backflow

Choose a Company

You can change the company type from within the company record

Search for the company and open the company record

Notes:
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In company record

Inside the company record, click company type

Notes:
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Choose desired company type

Choose the desired company type then click ok to complete the process

Notes:
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XC2 Software Knowledge Base

Tester Screen Overview
KB Asset ID:  3605

This page is an overview of XC2's Tester Record Screen

Basic Tester Information

The Top Left Corner of the Screen is where the general information regarding the tester is held. This

information includes

1) Tester Name

2) Job description (Tester or Inspector)

3) Default Company

4) Driver's License

Notes:
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Tester Address Information

The Top right corner is the Testers Address information.

Though this address can be the cans as the company address, it can also be different from the company

address.

Notes:
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Certification Information

Tester Certification information should be entered into this area.

Notes:
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Associated Tester Information

Records that are associated with this tester can be found under this portion of the tester record

Associated Records includes

1) Test Kits

2) Test History

3) Companies

4) Notice History

5) Test History

Notes:
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Registration Information and User Defined fields

This area is for local Registration and user defined fields

You may or may not need to use this area but it is there if you need to

Notes:
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XC2 Software Knowledge Base

How to Create a New Tester Record in XC2
KB Asset ID:  2598

Page describes how to create a new Tester Record in XC2

Select The Tester List

To create a new tester record

Select the Tester List

Click Add

Notes:
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Enter Name

Enter the Tester's Name and any Personal Information that you would like.

Notes:
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Tester Company

Enter a test company name.

If the tester company record exists in XC2, the tester will be added to the company record.

If the tester company does not exist in XC2

• Click Create It

Notes:
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Create the Tester Company

If this is a new tester company

Create the tester company record

Select whether the tester company address should be the same as the tester's address

Notes:
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Enter Certification Information

Enter any Certification information that you may have

Notes:
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Review

The last bit is to just review the information associated with the tester.

Does he have his own test kit?

Does he work for multiple companies?

Do I want to add a photo?

Look through the record then click Save when complete.

Notes:
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XC2 Software Knowledge Base

Add Tester Record from within the Company Record
KB Asset ID:  3606

This page describes how to add a tester record from within the company record.

Search for the Company that you want to add a tester record

Search for record

double click to open

Notes:
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Inside of the Company Record

From Tester List

Click Add Tester/Inspector

Notes:
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Add Tester Record from within the Company Record http://www.xc2help.net/ffxwb/?kbid=3606
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Enter Tester Information

Enter tester information and Save

Notes:

--- Page 3 of 4 ---

Add Tester Record from within the Company Record http://www.xc2help.net/ffxwb/?kbid=3606
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Tester Record will be added

Notes:

--- Page 4 of 4 ---

Add Tester Record from within the Company Record http://www.xc2help.net/ffxwb/?kbid=3606
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XC2 Software Knowledge Base

How to Set Up A Tester For Multiple Companies
KB Asset ID:  2105

If a tester works for multiple testing companies, you can add multiple companies to their tester record.

Note: This Feature became available in build 1040

Open a Tester Record

Open a Tester Record

Select the Companies Tab

Click add Company

Notes:

--- Page 2 of 7 ---

How to Set Up A Tester For Multiple Companies http://www.xc2help.net/ffxwb/?kbid=2105

1 of 6 2/20/2017 10:51 AM



Search for the Company

Type a portion of the company's name, then press the tab key on your keyboard

Notes:

--- Page 3 of 7 ---

How to Set Up A Tester For Multiple Companies http://www.xc2help.net/ffxwb/?kbid=2105

2 of 6 2/20/2017 10:51 AM



Highlight Company

Highlight the company name, then press Select

Notes:

--- Page 4 of 7 ---

How to Set Up A Tester For Multiple Companies http://www.xc2help.net/ffxwb/?kbid=2105
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Confirm

Select "Yes - Default" or "No"

Notes:

--- Page 5 of 7 ---

How to Set Up A Tester For Multiple Companies http://www.xc2help.net/ffxwb/?kbid=2105
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Setting the Default Company

If a tester is associated with multiple company records, you can select the tester's default company.

The default company should be the tester's main testing company.

To select the default company, double click to the right of the company name to move the checkmark.

The company with the checkmark is the default company.

Notes:

--- Page 6 of 7 ---

How to Set Up A Tester For Multiple Companies http://www.xc2help.net/ffxwb/?kbid=2105
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The Company will be added to the record.

When you are finished, click the Save button.

Notes:

--- Page 7 of 7 ---
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XC2 Software Knowledge Base

Adding Tester Pictures in XC2
KB Asset ID:  3607

This page describes how to upload pictures of testers in XC2.

Picture Of Tester

A Testers Picture can be uploaded directly into XC2. This picture can be viewed from the main tester record

Page

Notes:

--- Page 1 of 5 ---

Adding Tester Pictures in XC2 http://www.xc2help.net/ffxwb/?kbid=3607

1 of 5 2/20/2017 10:53 AM



Search for tester record

Double click to open the record

Notes:

--- Page 2 of 5 ---

Adding Tester Pictures in XC2 http://www.xc2help.net/ffxwb/?kbid=3607
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Inside Tester Record

Click Load From F..

Notes:

--- Page 3 of 5 ---

Adding Tester Pictures in XC2 http://www.xc2help.net/ffxwb/?kbid=3607
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Navigate to Picture

Select the Picture that you would like to upload

Notes:

--- Page 4 of 5 ---

Adding Tester Pictures in XC2 http://www.xc2help.net/ffxwb/?kbid=3607
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Picture will be uploaded

Notes:

--- Page 5 of 5 ---

Adding Tester Pictures in XC2 http://www.xc2help.net/ffxwb/?kbid=3607
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XC2 Software Knowledge Base

How to make a Tester Record Inactive 
KB Asset ID:  3644 

The page below describes how to make a Tester Record inactive. 

Why Make Tester Records Inactive? 

The purpose of inactivating Tester records is to remove them from XC2's Certified Tester List. If a Tester is 

marked inactive, he or she cannot be selected when you are entering tests, surveys, repairs, etc.

Reasons to Inactivate Tester Records:

1) The Tester Record is a Bogus Tester
2) The Tester is no longer testing

3) The Tester has moved out of the area

Notes: 

--- Page 1 of 6 ---



Tester List 

  To make a Tester Record inactive, you need to first open a Tester Record.

• Click on the Tester List

• Double click on the tester record you would like to inactivate 

Notes: 

--- Page 2 of 6 ---



Two Ways to Inactivate Tester Records 

In the Tester Record, there are two checkboxes that will make the Tester Record inactive.

1) Inactive (Warning)

2) Inactive Permanent

Notes: 
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Inactive Permanent 

If Inactive Permanent is selected, the Tester will not be available for test entry and will not appear on the 

Certified Tester list printed out of XC2.

Select Inactive Permanent if the Tester Record will not be active anytime in the future.

When Inactive Permanent is selected, it will be as if the record does not exist in XC2. 

Notes: 
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Inactive (Warning) 

If Inactive Warning is selected, you will have the opportunity to activate the record during test entry.

Select Inactive Warning if there is a possibility that the Tester will become active in the future.

Notes: 

--- Page 5 of 6 ---



How Does it Work? 

When Entering Tests in XC2

If you type the Tester's information in XC2's test entry screen, XC2 will ask you if you would like to activate 

the record.

Below Shows this Warning:

• If you would like to Activate the Tester, Click Activate
• If you do not want to Activate the Tester, Click Re-Enter 

Notes: 
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XC2 Software Knowledge Base

How To Move Tester History 
KB Asset ID:  2670 

This page describes how to move tester history from one tester record to another 

Why Move Test History? 

Why Move Test History?

The most common reason people decide to move tester history is because of duplicate records entered in 

XC2. 

What Gets Moved?

Records that can be moved include

• Initial Test History
• Final Test History

• Repair History
• Survey History

• Followup Survey History 

Select the Tester List 

To move the tester's history, select the Tester List

On the Tester List search for the Tester for whom you would like to move the history. 

Hint: If you are moving Tester History because you have duplicate tester records, make a change 
to the name of the Tester you would like to move. It will help later in the process.



Important Note 

Before moving Tester History, make sure the list has only the record you would like to move history out of. 

Notes: 
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Move History 

Once you have your list, select

Special/Lookups

Move BFP Testers History 

Notes: 
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Confirm Action 

Confirm that this is what you would like to do.

Note: there is No Undo function - once you move the history, the history has been moved.

Click Cancel or Continue 

Notes: 
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Select the tester 

Choose the Tester you would like to move the Test history to.

Click Select

Note: This is why it may be helpful to slightly change the name of the Duplicate Tester record 

Notes: 
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Confirm that this is what you would like to do 

Notes: 
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Confirmation 

Click OK to complete 

Notes: 

--- Page 8 of 9 ---



Note 

After moving Tester History, the tester record will still exist.

If you would like to remove or inactivate the tester record, you may do so now. 

Notes: 
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XC2 Software Knowledge Base

How to Change Tester Certification Information
KB Asset ID:  2163

If your testers have individual certification information for Testing, Surveys/Inspections, Installations and

Repairs. You can track these Dates within the tester record.

Note

These fields are found on the Tester Input - # 3 Screen. To see what screen you are currently using, click on

the link below.

How to Select the Large Tester Screen

Tester Record

Open a Tester record, the Tester Certification Information is located on the left center portion of the screen.

Here You can track

• Testing Certification

• Survey / Inspections Certification

• Installation Certification

• Repair Certification

Notes:

--- Page 2 of 2 ---

How to Change Tester Certification Information http://www.xc2help.net/ffxwb/?kbid=2163
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XC2 Software Knowledge Base

How to View the Test History in a Tester Record 
KB Asset ID:  2162 

A Tester's test history can be accessed directly from the tester's record. 

Test History 

To view the history, open a tester record and click on the Test History tab.

The Test History tab will display every test entered in XC2 that has been completed by that tester.

Test history data displayed includes

• Date Test Completed

• Address of Assembly

• Test Results

• Serial Number

• PSID values 

Notes: 



XC2 Software Knowledge Base

Display Tester Analytics: e.g. How Many Tests, Repairs, etc. 
KB Asset ID:  2672 

Tester Analytics provide a total count of tasks performed by a given tester. 

Tester Analytics Screen 

Tester Analytics summarizes the work performed by individual testers.

Tester Analytics Show:

1) How many Initial Tests

2) How Many Final Tests
4) How Many Repairs

5) How Many Installations
6) How Many Initial Surveys

Notes: 

--- Page 1 of 5 ---



Tester List 

Tester Analytics is located inside the Tester Record

Click the Tester List

Double click on the Tester record you would like to open 

Notes: 
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Tester Analytics 

Click the Tester Statistics/Analytics Button

Notes: 
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Analytics Screen 

The Tester Analytics Screen will appear

Click OK when complete

Notes: 

--- Page 4 of 5 ---



Work over a period of time 

If you would like to look at the work performed over a period of time, you may enter a date range at the top of 

the screen.

The Count will automatically reflect the work performed in that date range.

Click OK when you are finished.

Notes: 

--- Page 5 of 5 ---
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XC2 Software Knowledge Base

Overview Test Kit Screen
KB Asset ID:  3636

This page is an overview of XC2's Test Kit Screen

XC2 Test Kit Screen

This is the front page of a test kit record in XC2

This is where the follow information can be entered

1) Default Tester

2) Default Testers Company

3) Calibration information

4) Serial Number information

5) Accuracy information

There are also other tabs that provide additional information

1) Calibration History

2) Test History

3) Full Company information

4) User Defined Fields Area

The Next Pages will go over these fields in a little more detail

Notes:

Overview Test Kit Screen http://www.xc2help.net/ffxwb/?kbid=3636

1 of 2 2/20/2017 3:43 PM



XC2 Software Knowledge Base

How to Create A New Test Kit Record
KB Asset ID:  3282

This page describes how to create a new test kit record in XC2 Backflow.

Test Kits

Your list of test kits can be accessed from XC2's Main Page

Notes:

--- Page 1 of 6 ---

How to Create A New Test Kit Record http://www.xc2help.net/ffxwb/?kbid=3282

1 of 6 2/20/2017 3:46 PM



Create New Kit

To Create a new Kit click Add

Notes:

--- Page 2 of 6 ---

How to Create A New Test Kit Record http://www.xc2help.net/ffxwb/?kbid=3282

2 of 6 2/20/2017 3:46 PM



Start with the top

I find the best way to enter information is to start with the basic information first

Tester

Company

Serial

Manufacture

Model

Notes:

--- Page 3 of 6 ---

How to Create A New Test Kit Record http://www.xc2help.net/ffxwb/?kbid=3282
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Calibration information

Next Enter Calibration date and calibration due date

Notes:

--- Page 4 of 6 ---

How to Create A New Test Kit Record http://www.xc2help.net/ffxwb/?kbid=3282
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Enter More or Save

If you need or want to track more information go ahead and add what you need

Click Save when you are finished

Notes:

--- Page 5 of 6 ---

How to Create A New Test Kit Record http://www.xc2help.net/ffxwb/?kbid=3282
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You have created a New test kit

Notes:

--- Page 6 of 6 ---
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XC2 Software Knowledge Base

Adding New Test Kit From aTester Record
KB Asset ID:  3637

This page describes how to add a new test kit form inside of a tester record.

Open a Tester Record

Search for a tester record

and open the tester that you would like to add a test kit.

Notes:

--- Page 1 of 2 ---

Adding New Test Kit From aTester Record http://www.xc2help.net/ffxwb/?kbid=3637
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Test Kit Record

To add a test kit, make sure that the test kit tab is selected

Click Add Test Kit to create a new kit

Notes:

--- Page 2 of 2 ---

Adding New Test Kit From aTester Record http://www.xc2help.net/ffxwb/?kbid=3637
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XC2 Software Knowledge Base

Adding New Test Kit Models
KB Asset ID:  2656

By default, XC2 has a variety of Test Kit Models Pre Loaded into XC2. If you find a model that is not

currently Loaded, you may add a Test Kit record manually.

Adding a Test Kit

You can add a New Test Kit Model through the Resourses menu.

Click Lookup/Setup Lists

Notes:

--- Page 1 of 4 ---

Adding New Test Kit Models http://www.xc2help.net/ffxwb/?kbid=2656
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Test Kit Models

Double Click Choice Test Kit Models

Notes:

--- Page 2 of 4 ---

Adding New Test Kit Models http://www.xc2help.net/ffxwb/?kbid=2656
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List View of Test Kit Models

A List View of all Test Kit Models will appear as a List View

To Add a New Model click Add

Notes:

--- Page 3 of 4 ---

Adding New Test Kit Models http://www.xc2help.net/ffxwb/?kbid=2656
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New Model

After Clicking Add a Blank test kit records will appear

• Choose a Manufacture

• Model

• Type

• Comments

Notes:

--- Page 4 of 4 ---

Adding New Test Kit Models http://www.xc2help.net/ffxwb/?kbid=2656
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XC2 Software Knowledge Base

Update Test Kit Calibration
KB Asset ID:  3638

This page describes how to update individual test kit calibration information in XC2.

Search For Test Kit

Search for the Test Kit and open the Record

Notes:

--- Page 1 of 2 ---

Update Test Kit Calibration http://www.xc2help.net/ffxwb/?kbid=3638

1 of 2 2/20/2017 3:52 PM



Calibration

Calibration information is located inside of the test kit record

Simply replace the new calibration date and XC2 will automatically change the next date.

Notes:

--- Page 2 of 2 ---

Update Test Kit Calibration http://www.xc2help.net/ffxwb/?kbid=3638
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XC2 Software Knowledge Base

How to Enter Test From Main Screen
KB Asset ID:  2945

This page will show you the quickest way to enter a backflow assembly test into XC2

Click Enter Test

On the lower right orner of the Main Screen click Enter Test.

Notes:

--- Page 1 of 7 ---

How to Enter Test From Main Screen http://www.xc2help.net/ffxwb/?kbid=2945
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Choose the search field

Choose the search field you would like to use

The two most common are

1) Facility Name

2) Serial Number

Notes:

--- Page 2 of 7 ---

How to Enter Test From Main Screen http://www.xc2help.net/ffxwb/?kbid=2945
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Search For the Assembly

Search for the assembly that you would like to enter the test for.

Notes:

--- Page 3 of 7 ---

How to Enter Test From Main Screen http://www.xc2help.net/ffxwb/?kbid=2945
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Multiple Assemblies

If multiple assemblies are found, select the correct assembly

Notes:

--- Page 4 of 7 ---

How to Enter Test From Main Screen http://www.xc2help.net/ffxwb/?kbid=2945
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Enter the Test

If you have more tests to enter

Click Save and New

If you are done

Click Save and Done

Notes:

--- Page 5 of 7 ---

How to Enter Test From Main Screen http://www.xc2help.net/ffxwb/?kbid=2945
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What Happens if I click Save and New?

If you click Save and New, you will be asked to comfirm the correct next test due date.

Notes:

--- Page 6 of 7 ---

How to Enter Test From Main Screen http://www.xc2help.net/ffxwb/?kbid=2945
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After Confirmation

After the test confirmation, XC2 will bring you back to the test entry page. Enter your next test.

Notes:

--- Page 7 of 7 ---
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XC2 Software Knowledge Base

Quick Test Entry for All Backflow Assemblies at a Facility
KB Asset ID:  2159

This feature allows for quickly entering test results for all backflow assemblies at a given facility all at once.

Note: Your settings must be configured for entering Pass or Fail tests only, no PSID values.

Select a Facility

Double Click on the Facility Record

Facility List

Notes:

--- Page 1 of 4 ---

Quick Test Entry for All Backflow Assemblies at a Facility http://www.xc2help.net/ffxwb/?kbid=2159

1 of 4 2/20/2017 10:57 AM



Click the Button: Quick Test Entry

Facility Entry Screen

Notes:

--- Page 2 of 4 ---

Quick Test Entry for All Backflow Assemblies at a Facility http://www.xc2help.net/ffxwb/?kbid=2159

2 of 4 2/20/2017 10:57 AM



Enter the Test Results for all backflow assemblies

This is the quick test entry screen. To enter tests you need to enter the folowing information into the fields.

• Select the Tester

• Select the Test Date

• Select the Test Kit Used

• Determine the Next Test Date

- Individually per assemby

- or make all next test dates the same

• Show the backflow assemblies for a specifc time frame or show all for this facility

Check the column: Pass or Fail depending upon the test results

F/P means "Fail/Pass" - i.e. it failed the initial and passed the final test.

Click the "Save" Button when you are done.

All tests will be entered at once for these assemblies at this location.

Quick Test Entry Screen

Notes:

--- Page 3 of 4 ---

Quick Test Entry for All Backflow Assemblies at a Facility http://www.xc2help.net/ffxwb/?kbid=2159
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XC2 Software Knowledge Base

Enter Tests From Within the Backflow Assembly Record
KB Asset ID:  3610

This page describes how to enter a backflow assembly test from within the backflow assemly record.

Search For The Backflow Assembly

Open the record by double clicking

Notes:

--- Page 1 of 3 ---

Enter Tests From Within the Backflow Assembly Record http://www.xc2help.net/ffxwb/?kbid=3610
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Click Enter Test

Notes:

--- Page 2 of 3 ---

Enter Tests From Within the Backflow Assembly Record http://www.xc2help.net/ffxwb/?kbid=3610
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Enter Test

Notes:

--- Page 3 of 3 ---

Enter Tests From Within the Backflow Assembly Record http://www.xc2help.net/ffxwb/?kbid=3610
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XC2 Software Knowledge Base

XC2's Test Report Form Scanning Feature
KB Asset ID:  3591

This page describes how to use XC2's test report scanning feature to save scanned copies of your test report

form in the backflow assembly record.

Saving Test Form in Record

Many people save the completed test form inside the backflow assembly record that it is associated with.

With XC2's Test Report Form Scanning Feature we have made it easier to complete this task. Below shows

where to find this feature and how to use this feature.

XC2's Test Report Form Scanning Feature http://www.xc2help.net/ffxwb/?kbid=3591

1 of 12 2/20/2017 10:58 AM



Enter a Test

The Scanning Feature can be found on the main test entry page.

Get to the test entry screen.

Notes:

--- Page 2 of 10 ---

XC2's Test Report Form Scanning Feature http://www.xc2help.net/ffxwb/?kbid=3591
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Load from scanner

On the test entry screen click

Load from Scanner

Notes:

--- Page 3 of 10 ---

XC2's Test Report Form Scanning Feature http://www.xc2help.net/ffxwb/?kbid=3591
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Select your "TWAIN" Device

"TWAIN" Device? - In other words choose your Scanner.

Note: If you do not see your Scanner in the list, it may need to be reinstalled on your computer.

Notes:

--- Page 4 of 10 ---

XC2's Test Report Form Scanning Feature http://www.xc2help.net/ffxwb/?kbid=3591
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TWAIN Driver

Your "TWAIN" Driver will load

This is my current TWAIN Driver but you may have one that is completely different.

Make any adjustment that you need.

Notes:

--- Page 5 of 10 ---

XC2's Test Report Form Scanning Feature http://www.xc2help.net/ffxwb/?kbid=3591
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Create Your Scan

Create your scanned document.

Important Note: Be mindful of the size of the document. I would try to keep the file as small as possible.

Notes:

--- Page 6 of 10 ---
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Name Your Document

Give your document a name.

You can also write any comments that you like.

Notes:

--- Page 7 of 10 ---
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View Document

You can choose to view your document

Click Yes-View or No-Don't View

Notes:

--- Page 8 of 10 ---
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View Scan

Here you can view your scan, print a hard copy or you may just close the screen.

Notes:

XC2's Test Report Form Scanning Feature http://www.xc2help.net/ffxwb/?kbid=3591
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Enter Test

Enter Your Test.

You can now enter your test or save the test you have entered.

Your completed test form is now saved inside the assembly record.

Notes:

--- Page 10 of 10 ---
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XC2 Software Knowledge Base

Test Entry: Test Results Pass or Fail Only 
KB Asset ID:  2131 

Page describes how to change the screen for entering test results to accommodate a Pass or Fail only test 
form. 

Note 

You have to be logged in as a Super Administrator to access this area. 

This feature is used if you only want to record whether a test record Passed or Failed and do not want to 
record the test values in XC2. You can change the test entry screen in XC2 to accomodate this style of test 
entry.

To change to a Pass or Fail Only System

Go up to the File menu and select Administrator Preferences 



Select Test Criteria tab

Test Entry Prefs tab

Select Pass or Fail Only

Click Done 

Notes: 

--- Page 3 of 4 ---



Now when you enter tests, you will only have the option to choose Pass or Fail when entering test results 

Notes: 

--- Page 4 of 4 ---
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XC2 Software Knowledge Base

Creating Letters Accessing the Letter Editor
KB Asset ID:  3613

This page describes how to access XC2's Letter Editor and create a new Letter

Notice Setup

The letter editor can be accessed from the main page

Click Notice Setup

Notes:

--- Page 1 of 7 ---

Creating Letters Accessing the Letter Editor http://www.xc2help.net/ffxwb/?kbid=3613
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List of Current Letters

You can edit a letter by double clicking on the record.

To create a new notice click New

Notes:

--- Page 2 of 7 ---

Creating Letters Accessing the Letter Editor http://www.xc2help.net/ffxwb/?kbid=3613
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Name Your Letter

Notes:

--- Page 3 of 7 ---
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Give the letter a Code

What is the order of this letter?

If it is a first notice give the code LTR_1

If it is a second notice give the code LTR_2

Notes:

--- Page 4 of 7 ---
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Letter For

From what list of records will this leter be sent

Note: Most Test due notices will be sent from a list of Facility Records

Notes:

--- Page 5 of 7 ---
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Response Date

How much time will you give them to respond?

Notes:
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Creating Letters Accessing the Letter Editor http://www.xc2help.net/ffxwb/?kbid=3613

6 of 7 2/20/2017 10:59 AM



Body of Letter

Type the body of your letter here

click save to finish

Notes:

--- Page 7 of 7 ---
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XC2 Software Knowledge Base

How to Create A Letter: Merge Fields
KB Asset ID:  36

This page describes how to add a Merge Field to a Letter, where they can be found, and how to use them.

Merge Fields

The purpose of adding Merge fields to a letter is to produce universal notifications that are individual

personalized by XC2 and not personalized by hand.

The items below highlighted in gray are Merge Fields.

Letter With Merge Fields

Notes:
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How Do Merge Fields Work?

Merge fields import specific information from records you select into your letter.

By adding Merge fields to your letter, when you print one letter at a time or to 50 facility records at

once, all the information for each record will be printed correctly on each letter.

Below is the same letter as above with Merge Field information imported by XC2.

Notes:
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Where to Find Merge Fields

In the letter editor, click the pull-down menu "Click to Insert". All Merge Fields can be found here

Notes:
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Choose Merge Field

Choose a category, than choose a Merge Field to add. Here under Facility Info Fields, I choose Facility Name

Notes:
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Preview Letter

You Can Preview the Notice my deselecting View References.

or

By Clicking on Show References at the bottom.

Notice a Facility Name is now where the merge field once was.

Notes:
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Next Test Due Date VS Response Due Date
KB Asset ID:  3615

This page describes the differences between next test due date and response date and outlines their

importance

List View

Assembly Records can have both a Next Test Due Date and a Response Date.

Here I have a list of assemblies with the Next Test Due and Response Dates highlighted.

Notes:
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What is The Next Test Due Date?

The Next Test Due Date is the Date the Backflow Assembly is Due to be Tested.

This Date can only change if

1) A Valid Test was entered for the BFP

2) It is manually changed by the user.

Notes:
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What is the Response Date?

The Response Due Date is the Date the Customer has to respond to a specific Item

For example, every time you send a notice XC2 will likely give the backflow assembly a response Date. 

After the Response Date Lapses, a different course of action can be taken

This is how you will know when to re-contact the person.

Notes:
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Response Date

Here I have a list of Backflow Assemblies with their response dates and response items highlighted.

It is showing that these backflow assemblies are due to be tested but I will re-contact them in March if they

had not responded to my notice.

Once the backflow assembly is tested, the responce due date will be removed.

Notes:
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How to Set Up Automatic Notices
KB Asset ID:  2258

Part 2: Setting Up Automatic Notices

Admin Prefs

In order for XC2 to know which notices need to be printed, you have to tell XC2 which letters you plan on

printing.

To access this area,

Go up to the File menu and select Administrator Preferences

Notes:
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Automatic Notices Setup

Select Data Entry Prefs Tab

Then select Notification Prefs Tab

Finally, click Automatic Notices Setup

Notes:
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Choose Your Letters

Select the notice you want to send.

Choose only one notice for each Notice type.

Note: You do not have to send 6 notices.

Click Done when finished.

Notes:
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Sending Notices

Now that Automatic Notices is set up, it is time to send Notices.

On the Main Page, select Send Annual Notices

Notes:
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Select Notices to Print

Select the First Notices that you would like to print by marking corresponding checkbox.

Click Print Notices

XC2 will automatically print the selected letters and input a Response Due Date in the Assembly Record.

Notes:

--- Page 5 of 5 ---

How to Set Up Automatic Notices http://www.xc2help.net/ffxwb/?kbid=2258

6 of 6 2/20/2017 11:00 AM



XC2 Software Knowledge Base

Printing Notices: Manually
KB Asset ID:  3612

This page describes the process necessary to send notices manually out of XC2.

Search for records that you would like to send notices to

When you send notices manually you need to search for your records

Common fields used to find the records includes

1) Next Test Due Date

2) Response Date

3) Schedule code

Here I am performing a search for next test due date

Notes:
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Click Send Notices

Once you have the list of records that you would like to send notices to, click send notices

Notes:
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One or all records

confirm records

Notes:
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Choose Notice

Notes:
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Choose Printer

Notes:
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Confirm Action

All letters should be printed.

Look over your letters. -- Did they print ok? Was the letter setup correctly?

Click Yes if they printed correctly.

If you click yes, XC2 will assign a response due date to the backflow assembly.

You will use this response due date to track the notice

Notes:
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You will be directed back to your list of records

Notes:
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How Automatic Notices Tracks When Tests Are Due
KB Asset ID:  2257

This page describes how Automatic Notices in XC2 tracks Backflow Assemby Test Due Dates and Response

Dates.

Automatic Notices Screen

The purpose of Automatic Notices in XC2 is to simplify the process of sending notices by having XC2 track

which assemblies are due to be tested and which facilities need to receive a notice.

Here is an example of XC2's Automatic Notices Screen:

39 Facilities need to be sent a 1st Notice

9 Facilities need to be sent a 2nd Notice

2 Facilities need to be sent a 3rd Notice

Notes:
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How Does it Work?

Automatic Notices looks at 2 items to determine what is due to be tested and what is overdue to be tested.

1) Next Test Due Date

2) Response Due Date

Next Test Due Date

The Next Test Due Date can be found in the Assembly Record.

This is the date the assembly is due to be tested.

Automatic Notices Uses Next Test Due Date to determine when the First Notification needs to be

printed.

Notes:
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When are 1st Notices Due?

By default, XC2 will look 30 Days in advance for Next Test Due Dates.

If XC2 finds an assembly that will be due within 30 Days or is currently overdue, it will appear in this list.

Here 47 assemblies are either past their Next Test Due Date, or are approaching their Next Test Due date

within 30 Days.

Notes:
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Response Due Dates

Response Due Dates are Used to Track Follow-Up Notices in XC2.

Response Due Dates are created in the Assembly Record after a notice has been sent.

Notes:
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Follow-up Notices

When an assembly passes the Response Date, the assembly will be due for a Followup Notice

9 Facilities are due for a Second Notice

2 Facilities are due for a Third Notice

Notes:
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XC2 Software Knowledge Base

Backflow Assembly History List
KB Asset ID:  3616

This page is an overview of the backflow assembly history list view

This is XC2's BFP History Table

Here 4 types of records are held in the table

1) Test Records

2) Letter Records

3) Repair Records

4) Work Order Records

The records are seperated by tabs and each tab can be searched.

Notes:
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Tabs

Click a Tab to select a different record area

Notes:
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How to Search BFP Test History
KB Asset ID:  3217

This page describes how to search through historical test data in XC2 Backflow.

Test History

The BFP Test History can be accessed directly from the main screen.

To view test history, click Test History on the main screen.

Notes:
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Searching Through History

You can search through your test history by clicking the Find button at the top of the screen or by typing

directly into the search bar on the top right.

Notes:
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Choose Your Search Parameters

There are many different search options available.

Choose the parameters that fit your needs.

One of the most common searches performed in test history is searching by a date range.

Below I want to find all tests completed within a specific Date Range.

Event Date = Test Date

Click the magnifying glass to search.

Notes:
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Search Results

Aafter clicking the search button a list of test records will be visible.

From here you can open individual test records, make changes, print or even move the records.

Notes:
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Adding Entry Method to Test History List
KB Asset ID:  3422

This page describes how to add Entry Method list to your Test History List.

This can be especially useful when using XC2 Web Test entry to determine what method was used to enter

the test.

Adding Entry Method to Test History List

To Add Entry Method, open Administrator Preferences

Click File ---> Administrator Preferences

Notes:
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Administrator Preferences

Inside Administrator Preferences select

List Column Setup

Then

BFP History - Tests List View

Notes:
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Add Entry Method To Your List  

Add Entry Method To Your List  

[BFP History] Entry Method

Double click to add the field to your Test List

Note: Fields are in alphabetical order

Notes:
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Adjusting Field In the List

You may want to move the field.

Drag the field up to your desired space.

Click Done to Save

Notes:
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Entry method will be added to your list view

Entry Method will be added to your list view

Notes:
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How to View BFP Modification History
KB Asset ID:  3320

This page describes how to view the modification history for individual test records

Modification History Record

Each Test Record has its own modification record

Some of the items recorded include

1) Date the Test Was Entered

2) Changes to Test Values

3) Who made the change

4) Which Computer the Change Was Made On

5) Time of Change

Here is an example of a Backflow Test Modification History Record

Notes:
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Open Test Record

The modification history of a test record is stored within the Assembly Test History table

There are a couple of ways to get there

1) From the BFP History Table

2) From Within a Backflow Assembly Record

This tutorial will show you how to view BFP Test Modification History through the BFP Assembly Record

Open a Backflow Assembly Record

Open a Record of a Backflow Assembly

Inside of the Backflow Assembly Record

Click the History Tab

Notes:
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Test History

The first tab is the test History for that Backflow Assembly

Double click on the test record to open a record

Notes:
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Test Record

Here is the Test Record

In the bottom left corner of the test record is the Modification History button

Click Mod History

Notes:
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Full Modification History

Here is the full modification history of that test in a list view

Here you can see basic information

1) Who did the modification

2) The date it took place

3) The time it took place

4) What Occured

If you would like more information about a specific event, double click on a record.

Notes:
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Details About a Certain Event

Inside of each Modification History record will show what modification occurred and who did it

Click Save or Cancel to close the screen

Notes:
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Click Done to Close the Record

Notes:
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XC2 Software Knowledge Base

16 - Surveys - Entry Options
KB Asset ID:  3581

How detailed do you need your survey entries to be?

Simple Survey Entry Screen

The Basics:

• Date of survey

• Inspectors Name

• Survey Status

• Survey Items Found

• Comments

Notes:
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Detailed Survey Entry

The detailed survey entry page has all the information that the Basic entry screen has and more

Additional Areas Available

• Detail, Inspection, and Notice History

• Survey Checklist

• Hazrd List

• Site Map

• User Defined (user customizable) Fields

• Associated Assemply List

• Project Plan Checklist

Notes:
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Survey Setup

These types of survey entry and detail can be configure in the Administrator Preferences (Super Admin

access required)under Survey Prefs

Notes:
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Survey Screen
KB Asset ID:  3621

This page is an overview of XC2's Most Detailed Survey Screen. This is also the most popular

Survey Information

The opening screen features Basic Information regarding the survey

1) Initial Survey Date

2) Compliance Date

3) General Comments

4) Survey Status.

Typically this is required information when creating a survey record and hence why it is on the opening

page.

Also notice 4 tabbed area's

1) Comments

2) Deficencies

3) Requirements

4) Corrections

These are individual spaces that will print on your completed survey form.

Notes:
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Details/Inspection/Notices

The Detail/Inspections/Notices Tab provides a space to enter and review

1) Detailed Survey Violations

2) Inspections

3) All Survey Notices

you can view or edit the items by double clicking on the record to open

Notes:
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Survey Check List

This area is a customizable check list that can be used when conducting a survey.

Each Item could be set as a violation or in compliance if yes is checked.

Notes:
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Hazards List

If you would like to create your own hazards list

you can use the Hazards list tab to create a individual list of Hazards that can be printed out at a later time.

Notes:
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Site Map

You may also include a Site Map

Notes:
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User Defined

User Defined Fields are placed in this tab.

They are here for your convenience

Notes:
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Assembly List

This is a list of all assemblies that are installed at that location

You may create or modify current assembly records

Notes:
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Your Project Checklist

Lastly, this is your projects checklist

Notes:
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Survey Entry From Facility
KB Asset ID:  3622

This page describes tips on how to enter a survey in XC2

Creating a New Survey Record

You can create a new survey record from within a facility record

first search for the facility then open the record

Notes:
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Enter Survey

Click Survey/Inspections

Click Enter Survey

Notes:
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Enter Basic Survey Information

I like to start with the required basic information first

1) Inital Survey Date

2) Surveyers Name

3) Current Status

From there I will move down into the comments areas of the survey.

You may or may not use all features that are available in the Survey entery area.

You may keep it simple or basic. The idea is to create a record that can be potentially tracked so that you

can easly identify facilities are in violation.

Notes:
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Quick Survey Entry

You may also create a new survey record from XC2's Main Page

Click the Enter Survey button on the main page

Notes:
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Search For Facility

Search for the facility

Click Enter Survey

Notes:
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Select Facility

Notes:
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Enter Survey

Notes:
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Creating Detailed Inspection Items
KB Asset ID:  3633

You can create detailed inspections items that have their own comments and deficiency areas. The link

below shows how to enter detailed inspection items.

Detailed Inspection Item

Here is an example of a detailed inspection Item.

They are particully useful when inspecting in-premise cross connections.

Notes:
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Survey Entry

You can add detailed survey items from within the survey record

The area to add detailed items can be found in its own tab

Click the Detail/Inspection/Notices Tab

Notes:
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Survey Item

The default Tab will show you all detailed Items that have been added

to Create a new Item Click Add Survey Item

Notes:
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Blank Survey Item Screen

A blank survey item screen will appear

Notes:
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Choose the Fixture Type

Choose the fixture type that is being inspected

you can click the pulldown menu to choose the type - you can also type the fixture type in this area

Notes:
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Location / Comments / Deficiency / Requirements

Here you can enter the individual Items

location

Deficiency

Requirements

Comments

Notes:
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Device Information

If there is a backflow assembly at the location

you can choose the type here

Click the checkbox to choose the existing device information

Notes:
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Closing the Item

If the repairs or the requirements have been met, enter a correction date to close the issue.

Notes:
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Adding a Picture

You can also add a picture of the Item

Notes:
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Review

Save your Detailed Item when you are finished

Notes:
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Item will be added

Notes:
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How to Complete a Survey
KB Asset ID:  3619

This page describes how to complete individual surveys so that the next survey date will reset to a future

date.

Open a Survey Record

Search for the facility where the survey was conducted.

Double click to open

Notes:
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Survey History

Click on the facility survey history tab

double click on the survey that you would like to close

Notes:
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Survey Status

Survey status

If the Survey status is marked complete. XC2 will close the survey by clearing any survey response dates

and reset the next survey date.

To change the survey status click the survey status pulldown menu.

Notes:
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Select Complete

Notes:
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Compliance Date

After Closing the Survey Record, the compliance date will be created.

Confirm that the compliance date is correct

Click save when you are finished

Notes:
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Next Survey date will change

Notes:
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How Scan Your Image Or Document Into A Survey Record
KB Asset ID:  3631

No need to scan your image first then load into your survey record.

You can scan the image or document directly into the survey record.

In the Facility Survey Record

Load from scanner

Notes:
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Select Your Twain Enabled Device

Click Select

Notes:
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Select the Scan Preference

Click Scan

Notes:
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Resize and Scan

Yu can resize the area to be scanned

When ready, Click Done

Notes:
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Document Name

You can edit the documetn name and enter comments.

Click OK

Notes:
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Complete the Import

Your image has been imported

You can choose to view the document or not

Notes:
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Adding Pictures To The Survey Record
KB Asset ID:  3632

If you have already scanned or uploaded your image into your computer, you can add the image using XC2

Picts

From Within The Survey Record

Click XC2 Picts

Notes:
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Load From Disc

Notes:
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Find The Image

• Navigate to where the image is stored.

• Highlight the image to load

• Click Open

Notes:
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Your Image is imported

Click Done

Notes:
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XC2 Software Knowledge Base

How to Export The Current List View In XC2 Backflow
KB Asset ID:  2542

This page describes how to export any list view into either an Excel file (XLS or XML), Text, HTML or copy

the list to the clipboard (for pasting into a document).

Example of Export

Most list views can be exported quickly to a variety of different files.

Here is an example of a Facility List exported to Excel.

Notes:
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Create a List

To export a List View, first create a list to export.

Below I have created a list of Facilities.

Notes:
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Export Menu

Next, on the main page, go up to the Export Menu and select Export Current List View

Notes:
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Choose the Export file type.

There are 6 different options.

Export to EXCEL (XML) is the default.

Notes:
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Save

Choose where the file will be Saved, and give the file a name.

Notes:
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Do you want to View the Document?

After the file has been saved, XC2 will ask you if you would like to view the document.

If you would like to view the Export File, click OK.

If you do not want to view the Export File, click Cancel.

Notes:
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Overdue Test Report
KB Asset ID:  3544

Quickly print report that will list all assemblies that are OVERDUE for testing at time of printing the report.

Report can be printed form any list view.

Click Report

Notes:
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Scroll Through List

Highlight the item

Assembly Test Overdue Report

Click Print

Notes:
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Print Preview or Print

When the second print dialog appears, you may choose to preview the report before printing

Check the Print Preview to view report before printing

Click OK to continue

Notes:
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Overdue Test Report

Report Prints

• Report Title

• Your Organization Name

• Date of Printing

• Assembly Information

• Page Number

Notes:
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XC2 Software Knowledge Base

Overdue Notice Report
KB Asset ID:  3545

Quickly generate a report for all the records that currently have had a test notice sent and have not

responded.

Click Report

Notes:
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Scroll list

Scroll through list until you find Overdue Notice Response Report

Click Print

Notes:
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Sort Order

You can elect to print the report in the default order or select the order you wish the list to be in.

In theis case we are going to choose the sort order.

My Sort/Order

Notes:
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Select Sort item

Choose the sort item or items from the list on the right.

You can select more than 1 sort criteria

When finished, Click Sort

Notes:
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Print/Print Preview

You may widh to preview the report before printing.

On the second Print Dialog Box, check the Print Preview box

Click OK

Notes:
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Overdue Notice Report

Report is printed sorted by Facility Name

Notes:
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How To Export: Export Editor
KB Asset ID:  71

How to use the export editor to create exports with different information

Create a List to export

Create a List to Export

Notes:
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Export Options

On the Main Page,in the Top Left pulldown menu, select Exports.

Notes:
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Create Export

Select Create New Export

Notes:
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Export Editor

In the Export Editor Select the type of fields that you would like to export

Notes:
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Save Export

In Script Name Choose a name for your Export

Click Save

Notes:
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Confirmation

XC2 will ask you if you would like to set the Default Export Path.

Notes:
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Export

When you are ready to Export, press Export.

Notes:
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Choose Location

Choose where you want to save the export.

Notes:
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Open

Once saved, you can open the export.

Notes:
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XC2 Software Knowledge Base

User Preference Setup - Adding Pictures To XC2
KB Asset ID:  3531

In order for an XC2 user account to load images into XC2, their user preferences must be configured.

Open My User Preferences

• User Options

• My Colores and Themes

Notes:
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Set Your Picts Preference

Click the Startup Prefs tab

• Check the Box XC2 Picts Access

If you will storing multiple pictures within a record, (recommended) select

• Show Mutiple Pictures

Notes:
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XC2 Picts Access Now Available

Notes:
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XC2 Picts Image and Document Storage Options
KB Asset ID:  3532

The images and documents that you access in XC2 can be stored in alternate locations.

Accessing XC2 Picts Preferences

Open any record type that has the option to load images

• Click the XC2 Pict button

Notes:
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Notes:
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Document Saving Tab

Option 1

• Stores a copy of the image in the XC2 data file - Source can be removed to view images

Option 2

• Store XC2 Pict on Disc In Original Location - Source cannot be removed to view images

Option 2

• Store XC2 Picts on Disc in different folder - This option requires that the location indicated

must be available to ALL users and XC2 server. Drive letter and location name must be the same

Notes:
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XC2 Pics - Show 1 or Multiple Images 
KB Asset ID:  3641 

This Page Describes how to switch between 1 image or multiple image pic screen. 

Two Different Picture Screens 

In XC2 you can choose between two differnt picture screens

1) Show 1 Image

2) Show Multiple images

The page will describe how to chage between the two screen sets. 

One Image View 

Notes: 
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Multi Image View 

Notes: 
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Open XC2 Pics 

You can switch between the image screens inside XC2 picts.

Open a record and click on the XC2 Picts area. 

Notes: 
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Multi Image to 1 Image 

If you the multi image screen is showing click show one only to switch 

Notes: 
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If 1 Image Screen is Selected 

If the one image screen is selected click show multiple to change 

Notes: 
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XC2 Picts - Image Warning/Maximum Image Size 
KB Asset ID:  3642 

You can set XC2 to warn You when the data image you are uploading is very large. This page describes how 

to do that. 

Warning 

Modern Cameras can take some very nice photos but often (even if using a cell phone) the pictures can be 
quite large.

when uploading pictures to XC2, you are saving a copy of the image inside of the main datafile. If you 

upload alot of pictures you are going to want to keep the size of the picture down.

To help prevent uploading large image files, you can set a Image Warning message and set the maximum 
image size available to upload. 

Open XC2 Pics 



Open Preferences 

Notes: 
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User Preferences Tab 

Notes: 
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Change Size 

Notes: 
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XC2 Picts - Open Full Screen 
KB Asset ID:  3643 

You can have XC2 picts open to a full screen or open to a smaller moveable window. 

Open XC2 Picts 

Notes: 
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User Preferences 

Notes: 
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Check Box 

Notes: 
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Work Order Overview
KB Asset ID:  3634

This page is an overview of the work order screen and describes how to create a new work order.

What is a Work Order

A work order is a scheduled record to perform work

Here is an example of what a work order looks like in XC2

Notes:
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Issued Date

This is the Date the Work Order was Issued

Notice the Sceduled date as well

Notes:
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Work Descriptions and Findings

The type of work needed to be performed could be a variety of items.

Cage Replacement

Structural Repair

Painting

Labeling

What ever it is, type the information here

Notes:
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Reporting

How was this reported?

Do you have to contact someone?

Notes:
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Charges

Are you going to charge?

Notes:
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Dates

Start Date

Finish Date

Notes:
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Complete?

Change Status Here

If Complete you can clicke the button

Notes:
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Print Work Order

Notes:
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Work Order

Notes:
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Print

Notes:
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Auto Generated Work Orders
KB Asset ID:  3528

When editing or creatin new backflow records, XC2 will display an dialog prompting from a responce from

you.

Your responce will determine if a Work Order is generated and thus counted on reports like the year end

compliance reports.

Creating a Work Order For Replacing a Device

Open an assembly record.

Either edit the device information

Or

Click the Replace buton

Notes:
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If You Click The Replace Button or Enter A Date In The Replace Date Field

The Installation/Replacement entry screen opens

• Enter your device Changes

• Enter Date of Replacement

• Enter Personnel Information

• Select the Replacement Option

Click OK

Notes:
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The Work Order Was Created

In the assembly record

Click the History tab

Click Show Work/Repairs/Installs tab

Here you will find the work order for the replacemant information change you made.

Notes:
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Manually Creating A New Work Order
KB Asset ID:  3529

Creatinf a Work Order from an assembly record

Open an Assembly Record

Click the Work Order button

Notes:
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Creating The Work Order

Enter:

Date Recieved

Date Scheduled (if applicable)

Ordered By/Inspectors Name

What work to be done

You can also type in any comments or use the Boiler plate option

to insert work order information.

NOTE: See Boiler Plates under Lookup Resource Lists

Notes:
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Creating Work Order Types
KB Asset ID:  3530

When you create a new work order, the type of work being perfomed is required.

Here you can create new work order job descriptions

Open the Lookup/Resource List

Click Activity Type

Click Select

Notes:

Creating Work Order Types http://www.xc2help.net/ffxwb/?kbid=3530
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Click Add

Notes:
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Create Work Order Job Decription

Enter Work OIrder Name and Description

Specify that Catagory Wor Order

If the work does not fit the standard gatgories listed, select Other.

Click Save

Notes:
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New Work Oder Created

YOur new work order decription is now available for selection

Notes:
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How to Print Labels and Envelopes
KB Asset ID:  2523

Page describes how to print Labels and Envelopes from a list of Facility Records

Select List of Facilities

Labels and Envelopes can be printed from a list of either Facilities or Assemblies. Here I will walk you

through

how to print Labels and Envelopes from a list of Facilities.

• Click the Facility Button to access your list of Facilities.

• From the Facility list, select the group of Facilities you would like to print labels or envelopes for.

• After you have selected your list of Facilities, organize the list in the order you would like them to print.

• Click the Report button when you are ready to continue.

Notes:
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Confirm Action

You may receive a confirmation on how many records you would like to print.

Select one of the options:

• Apply to All

• One Only

• Cancel

Notes:
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Print Selection

In Print Selection Options

• Select Labels/Envelopes

• Click Print

Notes:
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Label Selection: Printing Labels

Next you need to select what type of labels you would like to print.

Choose

• 3 x 10 Labels

• 2 x 7 Labels

• User Custom Labels

• Export Labels to a Text File

• Print 2x 7 Labels with Assembly Information

Notes:
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Label Selection: Envelopes

If you would prefer to print on Envelopes instead of Labels, choose how you would like Envelopes to print.

• Envelope - Center Fed: Choose this option if you will be center-feeding manually or using a center-feeding

envelope tray.

• Envelope - Portrait: Choose this option if you are using a portrait envelope.

• If you would like to print a return address on your envelope, check the box Print Return Address.

Notes:
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Label Spacing

If you need to adjust the address placement on the labels, you may need to change the spacing.

Under "Top of Form Label Spacing"

Click the pulldown menu and select the amount of space you need between the top of the page and the first

line of the address.

If the labels you are using are placed in two coulmns, use 2-up.

If the labels you are using are placed in three coulmns, use 3-up.

You may also choose to print a phone number on the label.

When you done making your selection click OK, then Print.

Notes:
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Example

Here is an example of what you can expect to print if you are printing labels.

Note:

By default, XC2 will print whatever is in the Mailing Record unless you have specified a different location.

Notes:
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How to Print Blank Test Forms With No Information
KB Asset ID:  3386

This page describes how to print completely blank test forms without customer information

Blank Test Form

You can print blank test forms very easily out of XC2

Here is a completely blank form, with no customer information printed

How to Print Blank Test Forms With No Information http://www.xc2help.net/ffxwb/?kbid=3386
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Report/Print

To print the form from any list view

Click the Report button

Notes:
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Scroll through list

Scroll through the list until you find,

Blank Test Report Form

Click Print

Notes:
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Select Number of Copies

Before printing, choose the number of copies you would like to print.

Confirm and Print

Notes:
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Blank Test Form

The blank test form will print

Notes:
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XC2 Software Knowledge Base

How to Print Blank Test Report Forms With Assembly Info
KB Asset ID:  2912

This page describes how to print a group of Blank Test Report Forms with Facility and Assembly information

printed directly onto the form

Create a List of Backflow Assemblies

Blank Test Report Forms can be printed from a list of Backflow Assemblies or a list of Facilities

Here I will show you how to print test report forms from a list of assembly records.

First you need to create a list of Backflow Assemblies.

Click the Assembly List Button and search for the assemblies that you would like test reports for.

Notes:
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Highlight Assemblies

Once you have your list

Highlight the Assemblies that you would like forms printed for, then

Click the Report button

Notes:
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Confirmation

You may receive this message:

If you want all to print, Click Apply to All

If you only want to print what is selected, click Print Selected or One Only

Notes:
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Select Test Report w/Info

Print

Notes:
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Choose Printer

Choose your printer, then print

Notes:
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Form With Assembly Information Will Print

Notes:
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XC2 Software Knowledge Base

Printing Test Report Forms With Info From Facility List
KB Asset ID:  3517

Printing test forms from the facility list can be very helpful in the case the facility has many backflow

records.

Select the facility to print your forms from

Notice the facility I have selected has 7 backflow records.

Click Report

Notes:
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Confirmation

In this case, I am selecting to print my reports from just the one facility record.

Notes:
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Select Test Report With Info

Click Print

Notes:
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Select the Device

Here, you are given a list of all the assemblies at the facility.

You may choose to print All or selected

Click in the first column next to the device to select or deselect for printing.

Click Used Check Item

Notes:
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XC2 Software Knowledge Base

Printing Last Test Report From Assembly List
KB Asset ID:  3518

Print last test reports to one or multiple assembly records

Get the list of assemblies you wish to print last test reports for

Click Report

Notes:
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Click on Last Test Report

Click Print

Notes:
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Select Print Option

You may also select to preview the report before printing

Notes:
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You now have a complete test form

Printed last test reports include

Address and Device information

Test Values

Repair information

Tester Information

Notes:
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XC2 Software Knowledge Base

Print Last Test Report From Facility List
KB Asset ID:  3519

You can print all or selected last test entries from a facility

Get a list of facility records to print last test report for.

In this case I have 1 facility selected

Click Report

Notes:
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Select Last Test Report

Click Print

Notes:
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Select records to print

You can choose to

Print Test Report For All Records or Selected

Click in the checkbox column to select or deselect item for printing.

Click Used Checked Item

Notes:
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Make Your Print Selection

You may also choose to print preview

Continue

Notes:
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Test Form For Last Test Entered

Notes:
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XC2 Software Knowledge Base

Print Current Active Certified Tester List
KB Asset ID:  3520

Printing a list of Active Certified testers

From The Main Screen

Click Report

Notes:
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Select Print Testers List

Notes:
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What Testers Records Will Be Included On List

In order for a tester to be included on the Active Tester List, they must

Record must be Active

Tester has certification number

Tester Certification date must be current or be 00/00/00

Do Not Include On List must not be checked

Testing OK selected

Notes:
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Active Report

Notes:
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XC2 Software Knowledge Base

Print Blank Survey Form
KB Asset ID:  2045

Page shows were in XC2 you can print blank Survey Forms

Report

From the Main Screen

Click Report

Notes:
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Select Blank Survey Form

Notes:
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Sample Form

Notes:

Print Blank Survey Form http://www.xc2help.net/ffxwb/?kbid=2045

3 of 4 2/20/2017 11:34 AM



XC2 Software LLC  800.761.4999 

 

XC2 User Manual  
Lookup/Resource Lists 

 
 Lookup/Resource List Overview 

 Adding BFP Hazard Types 

 Adding Backflow Models 

 Adding Backflow Sizes 

 Adding Backflow Manufacturers 

 Adding Test Kit Models 

 Boiler Plates 
 
 





XC2 Software Knowledge Base

Lookup/Resource List Overview
KB Asset ID:  3527

This Page Describes What the Lookup/Resource list is, and how to modify items in this area.

What is Lookup/Resources List?

The Lookup/Resources list area is an important configuration area that allows users to customize specific

items in XC2.

Items that can be customized in the lookup/resource area includes

1) Zip Codes

2) Equipment Types

3) H20 Organizations

4) Most Pulldown Menus

5) Hazard Types

Lookup/Resource List Overview http://www.xc2help.net/ffxwb/?kbid=3527
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Where do I find the Lookup/Resource List?

This area can be found under favorite tasks.

Notes:
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Example - Zip Codes

Most of the Items in the Lookup/Resource list area are customized the same way.

here I will demostrate an example of how to create a new zip code

Create a new Zip Code record

Highligh Zip Code and click select

Notes:
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Add New Zip Code Record

Click Add to create a new Zip Code Record

Notes:
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Save You New Entry

Enter

Zip Code

City

State

Area Code (optional)

Notes:
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Zipcode will be Added

Notes:
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XC2 Software Knowledge Base

Adding Hazard Types/Facility Types
KB Asset ID:  2641

Hazard Types and Facility Types are used to categorize Assembly records and Facility records in XC2.

What is a Hazard Type?

A Hazard type is a specific type of Hazard that when present may require a Backflow Assembly to be

installed.

Common Hazard Types Include

• Swimming Pools

• Cooling Towers

• Plating Facilities

Notes:
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What is a Facility Type?

A Facility Type is the type business occupying a space. Defining the Facility Type can be helpful in

determining if a backflow preventer is needed. Common Facility Types Include

• Carwash

• Veterinary Office

• School

• Hospital

• Laboratory

Notes:
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How to Find Hazard Types and Facility Types

Hazard Types and Facility Types are located under View Setup Lists

Click on Lookup Setup Lists

Notes:
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Click on BFP Hazard Types

Notes:
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List View Of Hazard Types and Facility Types

A list View of all Hazard Types or Facility Types will Appear within the Main Page.

If you want to view Hazard Types Click the Hazard Type Tab

If you want to view Facility Types Click the Facility Type Tab

Notes:
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Creating a New Hazard/Facility Type

If you want to create a New Hazard or Facility Type Click the Add Button.

Note: It Does not matter what tab you are on

Entering Information

Once the assembly hazard/facility type window opens enter

Service Type

Location Condition Type: (the name of the facility/hazard type)

Location Condition Code: (a shorthand code for the name)

Hazard Level: (Not Required)

Notes:
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Select What Type It is

The Record can be

1) A Hazard Type

2) A Facility Type

3) Both a Hazard Type and Facility Type

Check the Box or Boxes that describes the record

Click Save when done

Notes:
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XC2 Software Knowledge Base

How to Manually add New Backflow Models in XC2
KB Asset ID:  2171

This page describes how to manually add a backflow model to your approved list in XC2

Open the Backflow Models List

Select Lookup / Setup Lists

Select Backflow Model

Notes:
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Click Add

Click add to create a new Backflow Model Record

Notes:
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Fill in Model information

Select

1) Manufacture

2) Model Code

3) Type

4) Model

5) Frequency Tested

6) Size

7) Select if Approved or not

Click Save when done

Notes:
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Is This An Approved Model Size

Should The Model/Size Be On The Approved Device List

If the Backflow Model/Size IS NOT designated as approved

AND

The option in Administrator Preferences/Data Entry Prefs - Validate Approved Sizes is checked.

You will be prompted upon creating or editing a devise record that is not disignated Approved.

Notes:
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XC2 Software Knowledge Base

How To Add Backflow Model Sizes
KB Asset ID:  3526

Creating Backflow Model Sizes

Access Backflow Models Size List

• Look-Up Resorce List

• Equipment Model Size

Notes:
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Add New Size

Click the ADD button

Notes:
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Create Record

Enter all needed information

Notes:
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Should The Model Size Be On Approved List?

Should The Model/Size Be On The Approved Device List

If the Backflow Model/Size IS NOT designated as approved

AND

The option in Administrator Preferences/Data Entry Prefs - Validate Approved Sizes is checked.

You will be prompted upon creating or editing a devise record that is not disignated Approved.

Notes:
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XC2 Software Knowledge Base

How to Add New Equipment Manufacturers
KB Asset ID:  2069

How to Manually Add New Equipment Manufacturers

Lookup/Setup Lists

The Manufacturer List Can be found in Lookup/Setup Lists

Select Manufacturer to open

Notes:
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The Manufactur list should populate.

Click Add to Add a New Manufacturer

Notes:
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Add all information

Notes:
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XC2 Software Knowledge Base

Adding New Test Kit Models
KB Asset ID:  2656

By default, XC2 has a variety of Test Kit Models Pre Loaded into XC2. If you find a model that is not

currently Loaded, you may add a Test Kit record manually.

Adding a Test Kit

You can add a New Test Kit Model through the Resourses menu.

Click Lookup/Setup Lists

Notes:
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Test Kit Models

Double Click Choice Test Kit Models

Notes:
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List View of Test Kit Models

A List View of all Test Kit Models will appear as a List View

To Add a New Model click Add

Notes:
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New Model

After Clicking Add a Blank test kit records will appear

• Choose a Manufacture

• Model

• Type

• Comments

Notes:
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XC2 Software Knowledge Base

How To Create Boilerplates
KB Asset ID:  2048

Page describes what Boilerplates do and how to create them in XC2

What is a Boilerplate?

A Boilerplate is an often-used piece of text that is saved and then used to quickly enter information in XC2

The picture below illustrates the Boilerplate pull-down menu in XC2

Areas Where Boilerplates are Available:

• Survey Comments

• Survey Deficiency

• Survey Recommendations

• Survey Corrections

• Survey Item Comments

• Test Comments

• Repair Comments

• Facility Comments

• BFP Assembly Requirements

• Work Orders

• Testers Comments

• Test Kit Comments

• Letters

• All Areas
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How to Create a Boilerplate

You can create Boilerplates within the View Setup Lists area in XC2

From the Main Screen

• Click on Lookup/Setup Lists

Notes:
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Selecting Boilerplate Entry

Select Boilerplate Text

Notes:
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Adding New Boilerplate

From the Boilerplate Table

• Click the Add button

Notes:
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Naming your Boilerplate

• Give your Boilerplate a descriptive name and code

Notes:
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Enter Your Boilerplate Text

• Select the area of XC2 where you want the Boilerplate to be available

• Enter your Boilerplate text

• Click Save when finished

Notes:
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Boilerplate Available

Your new Boilerplate is now available for selection in the area of XC2 specified

Notes:
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XC2 Software Knowledge Base

Choice List Setup
KB Asset ID:  2661

This Page describes where you can access your Choice Lists and how to customise each type of list.

What are Choice Lists?

Choice lists are most commonly seen as Pull-down menus in XC2. Most pull-down menus can be rearranged

or changed in XC2.

Choice list Example: Below I am showing the Service Type Pull-down Menu in a Facility Record. Service

Type is a Choice List that can be Rearranged or Modified in the Choice List Manager.

Notes:
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Lookup/Setup Lists

Click Lookup/Setup Lists

Notes:
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Double Click Choice List Manager

Notes:
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Setup Choice Lists

The Left portion of the screen contains all of the Choice Lists you are able to edit and the right portion of the

screen containes the items currently available in the Choice list

Here I am Selecting Service Type.

Select the Choice List that you would like to edit and then type the Items name on the bottom of the screen,

click add item if you would like to add the item.

When complete click done and the Ites within the choice lists will be saved

Other Choice lists includs

• Equipment Status

• Facility Status

• User Defined Fields

Notes:
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XC2 Software Knowledge Base

Choice List - Free Form or Pull Down Entry
KB Asset ID:  3525

Many of the Choice List and User Defined fields can be used as Free Form data entry or populated to act as

Pull-Down containing a user populated list.

Field Selection

In this example, I am using a User Defined (UD) field in a facility record.

Notes:
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Free Form Data Entry

By default, this field is setup to be used as Free Form data entry.

Simply meaning - You type in the information you wish to enter.

Notes:
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Open The Choice List Editor

Notes:
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Populating The Field With A Choice List

1. Locate the field you wish to edit

2. Enter your data

3. Click NEW button to add additional choices

4. Click Done/Save when complete

Notes:
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Pull Down List Populated

The first thing you will notice, is that our field now contains an arrow indicating

that this is now a pull-down or choice field.

Click the pull-down to reveal the list.

Click on item in list to select.

NOTE: See How To Rename Fields in Administrator Preferences/Custom Field Names

Notes:
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XC2 Software Knowledge Base

Equipment Status
KB Asset ID:  2052

Changing or Modifying the Status of a device

What is Equipment Status

Equipment status describes the current condition of the backflow preventer.

Notes:
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Equipment Status Determins "Count"

Equipment status is the main factor that determines whether the device "Counts" toward the facility QTY

and compliance reports

For Example:

Below shows XC2's default count settings.

The Top Box are the count conditions for Active Devices

The Bottom Box are the count conditions for inactive Devices.

Device Types that have Y next to them "Count"

Device Types that have N next to them "Do Not Count"

In this case, both Active and Inactive devices that are Installed or Vacant "Count" toward the facility QTY

and Compliance Reports.

and

Active and Inactive devices that have been Removed or are Not Required "Do Not Count" toward Facility QTY

and Compliance Reports

Notes:
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Finding Equipment Status

Equipment Status is located in Administrator Preferences (you will need super admin access )

1) Go up to the file menu and select administrator preferences

Notes:
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To Add or Modify existing Available Equipment Status Types

In Administrator Preferences,

Click

• Data Entry Preferences Tab

• BFP Assembly Defaults Tab

Click on Assembly Status List

Notes:
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Make a Change

Enter a New Equipment Status or change a old one.

Click done/save

Notes:
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When you first create a status item, a N will be associated with the item and will "not count". You may

change the status if you like.

Notes:
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XC2 Software Knowledge Base

Facility Status
KB Asset ID:  2053

This Page describes where the facility status field is located and how to modify its contents

What is Facility Status

The Facility Status menu can be found inside each facility record. It is used as a indicator of its current

state.

Notes:
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Choice List Manager 

Click Lookup/Setup Lists

Select Choice List Manager 

Notes: 
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Facility Status

Scroll down until you see facility status then select facility status.

you may modify the list by clicking on one of the buttons on the right

Notes:
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XC2 Software Knowledge Base

How to Setup Map Page
KB Asset ID:  2058

This page describes how to add or remove values in the Map Page List

What Is Map Page Used For

Before the era of Smart Phones and Mobile Devices capable of producing digital maps, paper map books

were commonly used as navigation aids.

The Map Page field was added so if you used map books to navigate, you could find the correct page easily.

Notes:
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Choice List Manager

Select

Lookup/Select List

Double click on

Choice List Manager

Notes:
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Scroll down until you see Map Page and Highlight the topic

To modify this list Click on one of the buttons on the right of the screen

Notes:
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XC2 Software Knowledge Base

Tester Personnel Status 
KB Asset ID:  2059 

Page describes what tester personnel status means and where you can select current status 

What are Personel Status Fields? 

Tester Personel Status fields are located in the tester record.

There are Four Checkboxes that may be used

1) Inactive - Warn Before Use

2) Inactive - Permanent

3) Is on Authorized List

4) Do not Include on Public List

Notes: 
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Personnel Status Choices 

Inactive - Warn Before Use

This will render the tester record Inactive

If you try to enter a test by a tester that is marked "inactive warn before use", an alert will remind you he is 
inactive. 

You may activate him after this message or choose someone else.

Inactive - Permanent

This will render the tester record Inactive and will not visible in the system. 

Tester will not be available for selection.

Is on Authorized List

This was a field created to visually display if the tester is Authorized. 

Do Not Include on Public List

This will exclude the tester from the list of active testers in your letter and in your printable active tester list.



XC2 Software Knowledge Base

Choosing and Editing Service Types
KB Asset ID:  2060

This Page Will show you how to edit and add new service types and Where to designate facilities.

Service Type

Service type can be found in the facility record. It is used to tell XC2 what Service category the facility

belongs to.

Notes:
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Editing Service Types

Click Lookup/Setup Lists

Select Choice List Manager

Notes:
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Adding Service Types

Select Service type

Edit list by using buttons on right

Notes:
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XC2 Software Knowledge Base

Adding Test Kit Manufacturers
KB Asset ID:  2061

Shows you where you can enter Test Kit Manufacturers in XC2

Choice List Setup

The list to add Test kit Manufacturers can be found in the Choice List Setup.

Go to Lookup/Setup Lists

Select Choice List Setup

Notes:
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Edit Test Kit Manufacturers

Scroll down until you can see Test Kit Manufacturers.

Highlight the manufacturer and click on the buttons on the right to modify

Notes:
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XC2 Software Knowledge Base

Feature - Audit Trail: Special Operations Log
KB Asset ID:  2205

Keep Records of What Happened in XC2

The purpose of XC2's Audit Trail is to keep detailed records of specific operations that were performed

in XC2. XC2's Audit Trail will track what Operations were performed, who performed the operation, day

and time the operation was performed and comments related to the operation.

These operations include but are not limited to the following:

• Deletions

• Mass Updates

• User LogOn/LogOff

• Errors Encountered

• Imports/Exports

• Version Updates

• Administrator Preferences Access

• Synchronizations

• Server Startup/Shutdown

• Other Special Operations

Below is The Special Operations Log where you can search for a specific operation.

Notes:
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XC2 Software Knowledge Base

Deduperator For Duplicate Facility Lookup
KB Asset ID:  3509

Deduperator is a handy tool used to lookup duplicate facility records based on several criterias

Accessing Deduperator

From the Main Page

• Main Page Functions

• Special Functions

Notes:
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Select Special Operations

Notes:
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Type in first few letters of special operation

Enter - DEP

Highlight Special Operation in list

Click OK

Notes:
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Select duplicate catagory

You can lookup duplicate facilities by

Account Number

Facility Name

Service, Mailing, or Owner Address

Click Find The Dup

Notes:
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XC2 Software Knowledge Base

Assigning Inspector To Facility
KB Asset ID:  3511

If you use assigned specific inspectors to your facility records, this function allows gather a list of facility

records who will have the same inspector assigned to them and change them all at once.

Gather You facility List

Perfom a seach for facility records who will be assigned the SAME inspector

• Click Main Page Functions

• Special Functions

Notes:
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Special Operations

Double Click Special Operations

Notes:
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Enter the name of operation

Enter the first few characters of the operations

• Highlight operation

• Click OK

Notes:
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Confirm the records to be changed

Click Continue

Notes:
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Select Inspector

Select and Continue

Notes:

--- Page 5 of 7 ---

Assigning Inspector To Facility http://www.xc2help.net/ffxwb/?kbid=3511

5 of 7 2/20/2017 12:11 PM



Confirm the change

Notes:
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Inspector is assigned

Notes:
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