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 Water Information Management System 
 

Growers Orders 
 

        Instruction on how to enter Grower Orders 
 
Start at Water Information Management System Window 
 

Click on Operation Window, drop down window appears 
Click on Grower Orders 
Right click on screen, Order Information window appears 
Click on ADD button 

 
Order Information window appears 

1. On the Turnout window click on drop down Arrow ∇∇∇∇. 
2. Find Turnout ∇∇∇∇ and click on it and type Turnout number in or Scroll up and 

down to find it with the mouse wheel or the Arrow Keys. 
3. Click on Customer window ∇∇∇∇, Click on Grower name. 
4. Enter Flow Rate in Gals. 
5. Click on Start Time Box ����, Date \ Time window appears. 
6. Click on Date drop down window ∇∇∇∇ pick Starting Date. 
7. Click on Time ���� arrow to set Start Time. 
8. Click on Span : Enter Hours, Days or Minutes for running time, stop time will 

appear in Stop Time Box ���� , or go to step ( 10, 11, 12, 13, 14 ) 
9. Click on O.K. when done. 
10. Click on Stop Time Box ����, Date \ Time window appears. 
11. Click on No Date Box ���� to Remove Check Mark 
12.  Click on Date drop down window ∇∇∇∇ pick Date. 
13. Click on Time ���� arrow to set Stop Time. 
14. Click on O.K. when done. 
15. Click on View Detail button to see Order. 
16. Click on Placed Via button ∇∇∇∇, select method (Fax, Person, Phone, Etc.) 
17. Click on Placed by button ∇∇∇∇, select name 

 
Repeat Button is for Starting water in the morning and Stopping on the same day in the 
afternoon. Click on the Repeat Button to enter the same water order everyday     (UFN). 
Click on as many days as needed. 
For Water Orders on a every other day, Highlight the day water is OFF, Right click, 
Click on Change Flow, enter 0 gals, Click O.K. Repeat for the days that are OFF 
 If more than one Turnout order, Click on next to enter and go to the Entry, or 
Click on O.K. when done to close Grower Order Window. 
 
File:Wims\Grower Orders 
Date : April 17, 2003/ revised 12/11/07 
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    Instruction on how to enter Grower Orders 
 

        Start at Water Information Management System Window 
 

 
 
     Click on Operation Window, drop down window appears 
 
 

 
 
    Click on Grower Orders  
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     Right click on screen 
 
Order Information window appears. 
    Click on ADD button 
 
 

 
 
 
On the Turnout window, click on drop down Arrow ∇∇∇∇. 
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     Find Turnout and click or type Turnout number in.  
     You can Scroll up and down to find it with the mouse wheel or the Arrow Keys. 
 
 
 

 
  
   
     Click on Customer window ∇∇∇∇, Click on Grower name 
     Enter Flow Rate in Gals. 
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    Click on Start Time Box ����, Date \ Time window appears. 
 

 
 
Click on Date drop down window ∇∇∇∇ pick Starting Date. 
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Click on Time ���� arrow to set Start Time. 
Click on O.K. when done. 

 

 
 

18. Click on Span : Enter Hours, Days or Minutes for running time, stop time will 
appear in Stop Time Box ���� , or go to step ( 10, 11, 12, 13, 14 ) 
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     Click on Stop Time Box ����, Date \ Time window appears. 
     Click on No Date Box ���� to Remove Check Mark 
 
 

 
 

 
     Click on Date drop down window ∇∇∇∇ pick Date. 
     Click on Time ���� arrow to set Stop Time. 
     Click on O.K. when done. 
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     Click on View Detail button to see Order. 
 

 
 
    Click on Placed Via button ∇∇∇∇, select method (Fax, Person, Phone, Etc.) 
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     Click on Placed by button ∇∇∇∇, select name 
   

 
 
      Done, Close window  or Click on Next to enter another Water Order 
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       Start at Water Information Management System Window 
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Water Information Management System 

 
D.W.R. Orders 

 
        Instruction on how to enter D.W.R. Orders 

 
Start at Water Information Management System Window 

 
Click on Operation Window, drop down window appears 
Click on D.W.R. Orders 
Click on All, drop down Arrow ∇∇∇∇ appears, Select Current 
( This will hide past Water Orders. ) 
Click on Aqueduct Turnout Header to lineup Turnout by date  
Right click on screen, Order Information window appears 
Click on ADD button 
 

Order Information window appears 
1. On the Aqueduct Turnout window, click on drop down Arrow ∇∇∇∇ 

A. Select Turnout ( Bel.1A, Bel 3 or Bel 5  ) 
2. On the Order Date window, click on drop down Arrow ∇∇∇∇ 
              A. Select Date and Time to be Process 
            B. Click OK when Done             
3. Click on View Button 
4. In the Flow Rate (C.F.S.) window, Enter the Flow in C.F.S. from the Projected 

Deliveries window 
     Example: 
A. In the Total Volume window, 0.00 ( A.F. for 24 Hrs.) appears 
B  Divide 0.00 A.F. by 2 = C.F.S.  ( 2 A.F.= 1 C.F.S. ) 
C. Enter C.F.S. Reading ( Round C.F.S. up to an even number ) 

5. On the Date Placed window, This is the Date and Time Order was placed 
6. On the Method  window, click on drop down Arrow ∇∇∇∇ 

A. Select Method ( E-Mail, Fax, In Person Other, or Phone ), This is how 
Water Order being Placed to ( K.C.W.A. ) Kern County Water Agency  

7. Placed by: W.I.M.S. Operator name will appear 
8. When Done Click on Place Order to Enter and go to Next Order or Click O.K. 

to Enter and Close window 
9. Repeat step 1- 8 for Next Order 
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Instruction on how to enter D.W.R. Orders 
 

Start at Water Information Management System Window 
 
 

 
 

Click on Operation Window, drop down window appears 
 
 

 
 

Click on D.W.R. Orders 
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Click on All, drop down Arrow ∇∇∇∇ appears, Select Current 

 This will hide past Water orders 
 
 

 
 
 

 
Click on Aqueduct Turnout Header to lineup Turnout by date 
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Right click on screen, Order Information window appears 
Click on ADD button 

 
 

 
 
        Order Information window appears 
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     On the Aqueduct Turnout window, click on drop down Arrow ∇∇∇∇. 
           Select Turnout ( Bel.1A, Bel 3 or Bel 5  ) 
 
 
 

 
 

      On the Order Date window, click on drop down Arrow ∇∇∇∇. 
        Select Date and Time to be Process. 
       Click OK when Done 
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     Click on View Button 
 
 

 
 

In the Flow Rate (C.F.S.) window, Enter the Flow in C.F.S. from the Projected                                                    
Deliveries window. 
Example: In the Total Volume window, 0.00 ( A.F. for 24 Hrs.) appears.  
Divide 0.00 A.F. by 2  = C.F.S. ( 2 A.F.= 1 C.F.S. ) Enter C.F.S. Reading. 

         (Round C.F.S. up to an even number ) 
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  On the Date Placed window 
  This is the Date and Time Order was placed. 

 
 

 
 

   On the Method  window, click on drop down Arrow ∇∇∇∇. 
Select Method ( E-Mail, Fax, In Person Other, or Phone ) 
This is how Water Order being Placed to ( KCWA ) Kern County Water Agency.  

 
 



20 
 

 
 

    Placed by: W.I.M.S. Operator name will appear. 
     

       When Done Click on Place Order to Enter and go to Next Order or  
       Click O.K. to Enter and Close window. 

          
          Repeat step 1- 8 for Next Order 
 
 

 
 
           Start at Water Information Management System Window 
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                       To Reprocess Water Order to D.W.R. 
 

 
  
 
Click on Operation Window, drop down window appears 

 

 
 
     Click on View button to Reprocess 
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Adjust to new Flow Rate  
 
Click  O.K. when Done 
 
 
Repeat step 1- 7  to Edit another Aqueduct Turnout 
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Water Information Management System  
 

Entering New Meter 
Part 1 

        Instruction on how to enter a New Meter 
 

Start at Water Information Management System Window 
 

Click on Group, Equipment window appears with  
Flowmeter and Pump underneath. 
Right click on screen, New window appears 
Click on Flowmeter. 
 

Add Flowmeter window appears 
( Step 1 of 5 ) 

1. Meter Name : Enter Serial Number 
2. Type : click on ∇∇∇∇, drop down window appears and select Type of Metering 

System for the Turnout . 
3. Brand : Type in Brand Name ( McCrometer, Water Specialties, Rockwell, Etc. ). 
4. Serial Number : Enter Serial Number 
5. District Indicator : Check Box ���� if this is a District Meter. 
6. Usage Indicator : Check Box ���� if you want to register A.F. usages on Water 

Reports. 
7. Part Number : ? 
8. Size : Meter size 12�. 
9. Length : ? 
10. Click on Next when Done. 
 
                                          ( Step 2 of 5 ) 
11. Total Digits : Enter total amount of Digits on Totalizer. 
12. Decimal Places : Enter amount of numbers right side of Decimal. ( 1, 2 or 3 etc.) 
13. Flow Units : Enter GPM, CFS or Sweep. 
14. Initial Reading : Totalizer Reading when meter is installed ( 00.00 ). 

( If a used meter is being installed, enter the numbers on Totalizer ) 
15. Flow dial Range : ? 
16. Asset Tag : Enter Bar Code Number for Hand Held Scanner 
17. Click on Next when Done. 
 
                                          ( Step 3 of 5 ) 
18. Facility Type : click on ∇∇∇∇, drop down window appears and select the Type of 

Metering Facility. 
19. Facility Name : Select Turnout Number meter is assigned too.  
20.  Beginning Date : Click on ∇∇∇∇, drop down window appears .  
21. Select date :  ( Example : January 1, 2003 ) 
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22. Click on Next when Done. 
 

  Water Information Management System  
Entering New Meter 

                                              Part 1 
        Instruction on how to enter a New Meter 

  
                                          ( Step 4 of 5 ) 
23. Factor : 1 ( enter the factor and or equation for this new meter )  
24. Beginning Date : Click on ∇∇∇∇, drop down window appears 
25. Select date : ( same as Part 1, step 3 of 5, line 20, selected date ). 
26. Click on Next when Done. 

 
                                           ( Step 5 of 5 ) 
27. Enter any notes about this meter ( if any ) 
28. Click on Finish when Done. 
 
 
 

Assigning New Meter to Turnout 
Part 2 

 
      Instruction on how to Assign New Meter to Turnout 
 
29. Go to Group, Under Facilities 
30. Left Click on Turnout, ( List of Turnout appears ) 
31. Scroll down to the Turnout where the new meter was installed 

(same as Part 1, step 3 of 5, Line 18 ) 
32. Double click on Turnout number 
33. Click on Flowmeter 
34. On the right side, Right click on screen. 
35. Click on Add, drop down window appears. 
36. Click on Flowmeter ∇∇∇∇, drop down window appears. 
37. Find Turnout and click on it. 
38. Begin Date : ( same as Part 1, step 3 of 5, line 20, selected date ). 

 
 

Assigning Names to Turnout 
Part 3 

 
            Instruction on how to Assign Names to Turnout 
 

39. Left side of screen, right click on Names. 
40. On the right side, right click on screen. 
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41. Names, Role, Begin date window appears 

 
Water Information Management System  

 
Assigning Names to Turnout 

Part 3 
 

      Instruction on how to Assign Names to Turnout 
 
 

42. Click on Names ∇∇∇∇, drop down window appears and select name. 
43. Click on Role ∇∇∇∇, drop down window appears and select role. 
      (Manager, Order, Usages, Report)  
      Repeat line 42, if more than one Role 
 
44. Click on Begin Date ∇∇∇∇, drop down window appears and enter  
      same date as ( Part 1, step 3 of 5, line 20, selected date). 
45. Click OK, when Done 
46. List of Names and Roles of Personal Authorize on this Turnout. 
47. Scroll up and Click on Turnout Box. 
48. Done, Back at W.I.M.S. windows 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         File : WIMS \Entering New Meter  
         Date : August 6, 2003, 2003 / revised 12/13/07 
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         Start at Water Information Management System Window 
 
 
 

 
 
        Click on Group 
        Equipment window appears with Flowmeter and Pump underneath. 
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        Right click on screen, New window appears 
        Click on Flowmeter. 
 
 

 
 
  Add Flowmeter window appears   
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( Step 1 of 5 ) 
 
 
 

 
 
 

   Meter Name : Enter Serial Number 
 

        Type : click on ∇∇∇∇, drop down window appears and select Type of                         
Metering System for the Turnout . 
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                                     ( Step 1 of 5 ) 
 
 

 
 
 
        Brand: Type in Brand Name (McCrometer, Water Specialties, Rockwell, etc.). 
 
        Serial Number : Enter Serial Number 
 

  District Indicator : Check Box ���� if this is a District Meter. 
 

Usage Indicator : Check Box ���� if you want to register A.F. usages on Water                     
Reports. 

 
  Part Number : ? 
 
  Size : Meter size 12�. 
 
  Length : ? 
 

        Click on Next when Done. 
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                                            ( Step 2 of 5 ) 
 

 

 
 
 

  Total Digits : Enter total amount of Digits on Totalizer. 
 
  Decimal Places : Enter amount of numbers right side of Decimal.( 1, 2 or 3 etc.) 
 
  Flow Units : Enter GPM, CFS or Sweep. 
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                                 ( Step 2 of 5 )  
 

 
 
 
  Initial Reading : Totalizer Reading when meter is installed ( 00.00 ). 
  If a used meter is being installed, enter the numbers on Totalizer 
 
  Flow dial Range : ? 

       
       Asset Tag : Enter Bar Code Number for Hand Held Scanner 

 
 
  Click on Next when Done. 
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                                            ( Step 3 of 5 ) 
 

 
 

Facility Type : click on ∇∇∇∇, drop down window appears and                                                                      
select the Type of Metering Facility. 

 
 

 
 

  Facility Name : Select Turnout Number meter is assigned too.  
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                                           ( Step 3 of 5 ) 
 

 
 
 

  Beginning Date : Click on ∇∇∇∇, drop down window appears .  
 

        Select date : ( Example : January 1, 2003 )  
 

 
  Click on Next when Done. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



34 
 

 
 

                                             ( Step 4 of 5 ) 
 

 
 

      
 

  Factor : 1 ( enter the factor and or equation for this new meter )  
 
  Beginning Date : Click on ∇∇∇∇, drop down window appears 
 

        Select date ( same as Page 1, Step 3 of 5, Line 20 selected date ) 
 

  Click on Next when Done. 
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( Step 5 of 5 ) 
 

 
 
 

   Enter any notes about this meter ( if any ) 
 
   Click on Finish when Done. 

 

 
Back at Water Information Management System Window 


