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Introduction 

We are delighted to welcome you to start using Acquaa, an intuitive portal designed to 

streamline your daily operations. Whether you are a plumber, contractor, property manager, or 

administrator, Acquaa centralizes your workflows in one secure location. This user guide 

provides a walkthrough of how to register as a Fire Hydrant user and manage fire hydrants. 

 

Fire Hydrant module allows users to apply for permits, make online payments, request 

extensions, submit meter readings, report damage, request replacement, return equipment  

& make additional payments. 
 

Through your account, you'll be able to maintain your profile, request additional roles, access a 

streamlined dashboard, track the status of your transactions, receive acknowledgment emails, 

receive real time alerts about rejections and receive reminders about expiry. 

System Requirements 

The Acquaa portal is an internet-based application. You are required to have a stable internet 

connection. This application is best viewed on a laptop, computer, or tablet using one of the 

following browsers: Microsoft Edge, Chrome, Safari, or Mozilla Firefox. Note that you may not 

have the best experience using a mobile phone. 

Getting Started 

When starting with the Acquaa portal you need to: 

● Login to the portal  

● Register as a new user 

IMPORTANT: Please note that existing users do not have to re-register. The instructions for 

logging into the portal are the same whether you are an existing user or a new user. 

Login 

To login to the Acquaa portal 

1. Access the portal using the following URL: 

https://dcwater.acquaa.com 

Note: Please contact your IT administrator if you’re unable to access the Acquaa portal.  

The “Welcome to Acquaa” page will be displayed. 

 

 

https://dcwater.acquaa.com/
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2. Click the “Dive in now” button 

The “Acquaa Welcome” page will be displayed. 

 

3. If you are an existing user, you don’t have to register on Acquaa. You can simply type in 

your previously registered email id in the Email address box and hit the Continue button. 

You will be asked to enter a one-time passcode in the next step. Please access your 

mailbox to fetch the passcode & type in the 6-digit code to sign in & start using Acquaa 
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right away! If you're a new user, you can either sign with a standard email or try a social 

sign in. If you want to continue with a standard email, continue to Step 6.  

OR  

If you want to continue with Google, continue to Step 4. 

Note: Please check OTP email from support@acqquaa.com in your spam folder if you 

did not find it in your primary folder or contact your IT administrator to allow emails 

from support@acquaa.com.  

Note: Please don’t forget to mark the emails from “support@acquaa.com” as “not spam” 

to receive emails in future.  

Note: If you are not a registered user, (i.e. a first-time user), you can either sign in 

manually or choose social sign in options like “Continue with Google”. When using 

either of these options, you will need to follow the standard Google authentication 

process. 

4. Click the “Continue with Google” button. The standard Google window will be 

displayed. 

5. Continue to Step 10 

6. Enter your standard email address in the “Email address” field. 

7. Click the “Continue” button. 

The “Verify Your Identity” page will be displayed. 

 

8. Go to your email provider. You would have received an email from 

support@acqquaa.com. Sample email is as follows: 

 

mailto:support@acqquaa.com
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Note: Your screen may differ depending on your email service. However, the information will be 

the same 

9. Copy the one-time verification code (shown in bold text) and paste it into the “Enter the 

code” field on the “Verify Your Identity” page. 

10. Click the “Continue” button. The resulting page will differ based on whether you are 

registering or a returning user. 

Note: If you are a returning user, you will be taken to a landing page that allows you to search 

for work order in the system. Refer the Fire Hydrant Services section of this guide for more 

information about the actions you can perform. 

11. If you are registering, continue to the “Registration” section of this guide.  

Note 1: If you create a new Gmail account while signing in via social sign in option like 

Continue with Google, please ensure you enter your email id in lower case.  

Note 2: It is not recommended to hit the browser back button during the sign in process. 

Logout 

1. Click the V (down arrow) next to your name in the top-right corner of the page. A menu 

will be displayed. 

2. Select “Logout” from the menu. 

The “Welcome to Acquaa” page will be displayed. 

Session Extension 

The portal is configured with a 20-minute session expiry limit. When the user logs in and 

starts using the portal, the session timer starts the countdown. If the session is idle for 20 min, 
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then the user will get automatically logged out at the end of the session. If the user does a file 

upload or a button click action during the active session period, the timer gets automatically 

reset for another 20 min. The timer is displayed in the top menu bar as shown below. 

 

If the user is idle for 15 min or just browsing without any form save or submission or file 

upload, they will see a prompt with an option to extend the session, 5 minutes before the 

expiry limit. If the user clicks on the “Yes” button, then the timer is reset back to 20 minutes, 

and the countdown starts again. If the user doesn’t respond, the session will be timed out and 

the user will be logged out of the portal. If the user clicks on the “No” button, the session will 

be terminated immediately. 

 

Registration 

If you are not an existing third-party portal user, you will have to register on Acquaa. You need 

to complete a step-by-step registration process. This is a one-time process. You will need to 

choose the correct role, fill in your contact and company information, upload the required 

supporting documents depending on the role, and complete the registration. Once your 

registration is approved by the DC Water Administrator you will be able to sign in & start work.   

The registration flow explained below is for FHUP User role. 

Note: You may also select additional roles like BPA Installer, BPA Inspector if you handle 

Backflow services and LSR User role if you handle Lead Services Replacement. You will need 

to upload supporting documents like license document, BPA certificate & calibration report. 

 

You can use any of the below methods to register:  

● Using a valid email address. This method allows you to use any email id – personal or 

work email id (Microsoft outlook, Hotmail, Gmail, Microsoft work account).   
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● Social sign in via Google account.  

If you are registering as a new user, after you login you will see the “Let’s get you registered” 

page as shown below. 

“Step 1” of the registration form will be displayed. In step 1 of the registration process, you will 

need to select the required service –Fire Hydrant Use Permit. Next you will need to select the 

required role as FHUP User as shown below. 

 

 

1. Complete the page as required: 

Field Description 

What services do you 

specialize in? 

Required. Choose the “Fire Hydrant Use Permit” 

option. 

What role best 

describes you? 

Required. Choose the “FHUP User” option. 

 

 

2. Click the “Proceed ->” button. The “Let’s get you registered – Step 2” page will be 

displayed. The blue progress bar at the top of the page moves to Step 2. 
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``  

3. Fill in the contact details as required. 

 

 
 

Field Description 

Title Select your preferred title from drop down 

First Name Required. Enter your first name 

Last Name Required. Enter your last name. You can include 

suffixes such as IV or professional labels if 

desired. 
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Address Required. This is a smart search field. Start 

typing an address and the system will bring up 

the addresses that match. Select your home 

address. Note that the portal finds the address 

based on a Google address search.  

Apt/Suite/Unit Number You can enter the apartment, suite, or unit 

number of your home address 

Phone Number Required. Enter the phone number where you 

can be contacted for inquiries. Please include an 

area code with 7 other numbers: ###-###-####.  

Email Address This field is read-only. This is the email you 

used to start the registration process. 

Alternate Email 

Address  

If you want to receive notifications to one more 

email id (along with the one you have already 

used for registration), you may enter that email 

id in this field. This can be Gmail or yahoo mail. 

This is useful if you’re registered with a 

company email id. 

 

Fill in the company details as required: 
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Field Description 

Company Search Required. Use this field to search for your 

company. If your company is not listed, contact 

DCW support at: fhup@dcwater.com  

 

Note: After you select a company, the system auto-populates the remaining fields. You cannot 

edit these fields. If you need any updates, contact DC Water Administrator at 

fhup@dcwater.com. 

 

 

4. Click the “Preview ->” button to preview the form before submission. 

 

 

 

 

mailto:fhup@dcwater.com
mailto:fhup@dcwater.com
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5. Review the data you entered. If there is anything you want to change, click on the “Back” 

button. 

6. If you’re ready to submit, click on the “Complete Registration” button. 

7. An acknowledgement page will be displayed as shown below along with your registration 

number and registration status. 

 

8. For FHUP User role, registration process includes an additional step. You must complete 

a quiz before your request is submitted for administrative review. Hence the registration 

status moves to “Quiz Pending” status. 
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9. You would have received an email asking you take quiz to complete your registration. 

 

10. To view your profile, click the “View Profile” button on the confirmation page. You will 

be taken to your profile page where you can review your registration details. 

11. To logout and complete the quiz later, click on the “Logout” button.  

12. To take quiz, click on the “Take Quiz” button. 

13. You must read the instructions and watch the video before taking the quiz. 
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14. You must pass the quiz with 100% accuracy. 

 

15. If you fail in the quiz, you can retake the quiz by clicking on the “Take Quiz” Button. 
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16. Once the quiz is completed successfully, you will see a confirmation page as shown 

below. 

 

17. Your registration request has moved to “Under Review” status and is under 

administrative review. 

 

18. You would have received an email confirming your registration as shown below.  
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Sample registration acknowledgment email 

 

19. You will receive a notification when DC Water administrator reviews your request and 

either approves, rejects or marks it as Missing Information. 

IMPORTANT: If your registration is marked as “Missing Information”, you will receive email 

reminders with a due date to provide the missing information. If you fail to provide the requested 

information by the due date indicated in the email, the system will automatically reject your 

registration. 

Approval Email 

When the DC Water administrator approves a registration request, users receive a notification 

about the approval. 

Below is a sample of the approval notification email sent to users. 
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Missing Information Email 

When DC Water administrator marks a registration request as “Missing Information”, users 

receive notification about the status. 

User receives three notifications reminders to resubmit the registration request after making 

necessary updates. If the user does not respond within the due date, the request will be 

automatically rejected by the system after the due date. 

Below is a sample of the missing information first notice sent to users. 

 

 



                                                                           Acquaa – Fire Hydrant Use Permit Manual 

Version: 1.0 20                     07/08/2026 

 

 

Below is a sample of the missing information second notice sent to users. 
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Below is a sample of the missing information auto rejection email sent to users. 

 

Rejection Email 

When DC Water administrator rejects a registration request, users receive a notification about the 

rejection. Below is a sample of the rejection notification email sent to users. 
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Profile 

Upon successful login, the user can view his profile page. The user profile section allows you to 

view & manage your contact details, company details, license & certificate details, registration 

status, view services & roles subscribed to, as well as request additional roles. 

1. Expand the username menu on the top right corner of the page and click on the “Profile” 

link. The “View Profile” page will be displayed as shown below. 

 

Data Sub data Description 

Contact Details Title Selected title (editable) 

 First Name Given First Name (Editable) 

 Last Name Given Last Name (Editable 

 Phone Number Primary contact number 

Provided (Editable) 
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 Address Physical address provided 

(Editable) 

 Apt/Suite/Unit 

Number 

Specific apt/suite/unit number 

provided 

 Email Address Primary email for 

communication and registered 

(non-editable) 

 Alternate Email 

Address 

An additional email provided 

(Editable) 

Company Details Company Name Full company provided (non-

editable) 

 Phone Number Primary contact number for 

company (non-editable) 

 Address Physical Address for company 

(non-editable) 

 Company Email 

Address 

Company email address (non-

editable) 

 DC Business 

License Number 

Business license number for 

company (non-editable) 

Registration Status Role Role the user is registered in 

Acquaa portal 

Note: User can have multiple 

roles in the different module 

(BPA+LSR) will listed in these 

sections 
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 Reference 

Number 

Unique reference number for 

registration 

 Created date The date when registration was 

initiated 

 Last modified 

date 

The date when registration 

information was last updated 

 Status The status of the registered role. 

Following will be status that are 

shown for the role 

● Approved 

● Rejected 

● Under review 

● Suspended 

● Expired 

● Pending Quiz 

● Missing Information 

 Account 

Expiration 

The date when the role is set to 

expire. 

 Remarks Remarks by administrator. 

 Action  

 Documents  

Services Services Show all the services available 

under the Acquaa Portal. 
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Checkbox on the services 

indicates that users have access 

to that service. 

Roles Roles Show all the roles available 

under the Acquaa Portal. 

The checkbox on the role 

indicates that the user has access 

to that service. 

Edit Profile  

1. You can edit profile information from the view profile page however only selected fields are 

editable by the user. 

Data Sub data  Description 

Contact Details Title Selected title (editable) 

 First Name Given First Name (Editable) 

 Last Name Given Last Name (Editable 

 Phone Number Primary contact number 

Provided (Editable) 

 Address Physical address provided 

(Editable) 

 Apt/Suite/Unit 

Number 

Specific apt/suite/unit number 

provided 

 Email Address Primary email for 

communication and registered 

(non-editable) 
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 Alternate Email 

Address 

An additional email provided 

(Editable) 

Company Details Company Name Full company provided (non-

editable)  

 Phone Number Primary contact number for 

company (non-editable)  

 Address Physical Address for company 

(non-editable)  

 Company Email 

Address 

Company email address (non-

editable)  

 DC Business 

License Number 

Business license number for 

company (non-editable)  

 

2. Once the changes are made to the profile “Save” button will enable to save the changes. 

Click on the “Save” button to reflect the changes on the profile. 

3. If registration is expired, rejected, missing information or pending quiz, you will view the 

action column, and it will be updated with the button to act.  

 

Status Action Description 

Rejected Re-apply button Click on the re-apply button to 

apply for the role again. Follow 

registration steps and reapplied 

registration will be sent for the 

administrator approval. 

Review “Registration”section for 

more details on the registration 

steps. 
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Expired Re-new button Click on the re-new button to 

renew the registered account. 

Follow registration steps and 

renewed registration will be sent 

for the administrator approval. 

Review “Registration” section 

for more details on the 

registration steps. 

Missing 

Information 

Re-submit Click on the re-submit and add 

the missing information 

mentioned in the comments. 

Follow registration steps and 

resubmitted registration will be 

sent for the administrator 

approval. 

Review “Registration” section 

for more details on the 

registration steps. 

Pending Quiz Take Quiz Click on the take quiz and it will 

redirect to the Quiz page where 

users are required to read the 

instructions and watch the video 

before taking the quiz. Users will 

have to answer all the questions 

correctly to proceed and 

registration will be sent for the 

administrator approval. 

Review “Registration” section 

for more details on the 

registration steps. 

4. Click on the “Review & Submit” button. 

5. The “Thanks for registering” page will be displayed. Your registration number is shown 

in the “Reference Number” column starting with “REG” 
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Note: You will receive separate registration reference numbers for every role that you register on 

Acquaa. 

Role Upgrade 

This feature allows existing users to apply for new roles or services. Each submission generates 

new “REGID” (Registration ID) per role. 

Following are the steps to add new role on the profile: 

1. Expand the “Username” menu on the top right corner and click on the “Profile” link. The 

“View profile” page will be displayed. 
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2. Click on the “Role +” on the bottom right corner. 

3. Select Service and Roles as shown below. 

 

4. Users can view the existing company information section. This is non-editable. 

 

5. Click on the next button to proceed to the document upload section applicable for the 

selected roles. 

a) To upload a document- Click the “Drag and drop files here or click to upload” 

link. The “Open” window will be displayed.  

Note: You would need to upload supporting documents if you selected BPA or LSR roles. You 

can upload a PDF file or any standard image file as mentioned on the page under 50 MB. 

b) Search for your document using standard Windows functionality.  
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c) Click the “Open” button. An (eye) icon will be displayed under the section for 

the uploaded files. 

d) Repeat steps for all required documents 

 

Field  Description 

Plumbing License 

Number 

Displayed for Installers. Required. Enter your plumbing 

license number.  

Plumbing License 

Expiration 

Displayed for Installers Required. Enter or select the date on 

which your plumbing license expires. 

BPA Certificate 

Details 

Displayed for Inspectors. Enter your plumbing license 

number. 

BPA Certificate 

Expiration 

Displayed for Inspectors - Required. Enter or select the date 

on which the BPA certificate expires. 

Test Gauge Serial 

Number 

Displayed for Inspectors - Required. Enter the serial number 

of the test gauge.  
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Test Gauge 

Expiration 

Displayed for Inspectors - Required. Enter or select the date 

on which the test gauge expires 

Test Gauge Last 

Calibration Date 

Displayed for Inspectors - Required. Enter or select the date 

on which the gauge was last calibrated 

Plumber License 

Document 

Displayed for Installers – Required. Use the following 

instructions to attach an electronic copy of your plumbing 

license. 

BPA Inspection 

Certificate 

Displayed for Inspectors - Required. Use the following 

instructions to attach an electronic copy of your BPA 

inspection certificate. 

Test Gauge 

Calibration Report 

Displayed for Inspectors - Required. Use the following 

instructions to attach an electronic copy of your test gauge 

calibration report. 

6. Click the “Review and Submit” button. 

7. Review the data you entered.  

Note: If there is anything you want to change: Click the “Back “button, Change the data as 

needed. 

8. Click on the “Submit” button for submission to administrator for the approval. 

9. The “Thanks for registering” page will be displayed. Your registration number is shown 

in the “Reference Number” column starting with “REG”. 
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10. Click on the “Back to Profile” button to go back to your profile 

 

Note: Registration status will show all the roles with their status; the recently added role will be 

in “Under Review” status until the request is approved by the administrator. 
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Sample registration acknowledgment email when user requests for additional BPA Installer and 

BPA Inspector roles. 

 

Note: Property Owner role will be automatically approved, you can start using the application 

immediately. 

Once your registration is approved by respective administrators, you can login and view your 

dashboard. You should see a dashboard as shown below if you had upgraded your role to 

Backflow and LSR roles. 
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Fire Hydrant Services 

Fire Hydrant Use Permit module includes multiple features to manage Fire Hydrant permits. 

Through this module, users can apply for permits, make online payments, request extensions, 

submit meter readings, report damage, request replacement and return equipment. 

Additionally, users can maintain their profile, request additional roles, access a streamlined 

dashboard, track the status of their transactions, receive acknowledgment emails, alerts about 

rejections and reminders about permit expiry and account expiry. 

Permit Life Cycle 

 

 

Permit Status Description 

Pending User logins to Acquaa portal and starts filling in the fire 

hydrant request form. When permit information is saved but 

not yet submitted for administrator review, permit status 
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moves to Pending state. Permit information can be edited by 

user at this stage. 

Under Review Permit has been submitted and is currently being reviewed 

by the administrator. Permit information cannot be edited by 

user. 

Missing Information Additional details are requested from the user by the 

administrator. Permit information can be edited by user. 

User must update the details and send it back for 

administrator’s review. 

Rejected Permit application has been rejected by the administrator. 

Balance Due Payment is pending for two or more fees (Application fees, 

Deposit fees and Rental fees) 

Cancelled Permit has been cancelled by the administrator. 

Assign Equipment Once all the fees are paid, administrator assigns the 

equipment. User must visit DC Water office to collect the 

equipment. 

Issued Permit is issued, and user can download permit document. 

Waiting Others Not all equipment under the permit have been returned to 

DC Water office. 

WPLAN Permit has expired but one or more equipment has not been 

returned to DC Water office. 

Closed Permit lifecycle is completed. All the equipment associated 

with a permit have been returned to DC Water office. 

Permit Creation 

1. Expand the “Fire Hydrant Services” menu on the left menu panel and click on the 

“Permit +” button. 
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2. Fire Hydrant Request Permit form will be displayed. 

 

3. Fill in the permit details section. Refer below table for the fields and their definition. 
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Permit Details: 

Field Description 

Permit Type Required. Drop down with options: 

1. Single Location Single Hydrant 

2. Single Location Multiple Hydrant 

3. Multiple Location Multiple Hydrants 

Reason for Use of 

Hydrant 

Required. Drop down with options: 

1. Construction 

2. Non-construction 

Number of FH 

equipment requested 

Required (Minimum 1 equipment and Maximum 

6 equipment allowed) Drop down with options: 

1. (1) 

2. (2) 

3. (3) 

4. (4) 

5. (5) 

6. (6) 

Project Location Enter the location of the Project 

Note: Project Location will be populated as 

Various when the Permit Type is “Multiple 

Location Multiple Hydrants” 

FH Usage Start/Pick 

Up Date 

Enter the start date of the permit 

FH Usage End Date Enter the end date of the permit 

4. Depending on the selection of Permit Type, you will see the “Locate Fire Hydrant” 

section.  
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5. If permit type is “Single Location Single Hydrant” you can locate a hydrant either by 

searching by address or by hydrant id. 

 

 
 

6. You can start typing an address in the address bar. Choose required address from the 

prompt and the map will show all nearby hydrants. You can choose an appropriate 

hydrant based on your requirement. 

 
 

7. Alternatively, if you already know the Hydrant Id you’re looking for, you may directly 

type it in the search box under the option “Search by Hydrant Id”. A map will be 

displayed showing that specific hydrant’s location on the map. 
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8. If the permit type is “Single Location Multiple Hydrant” you can locate hydrants by 

address search as shown below. 

 
 

9. Note: You can select a maximum of one hydrant when permit type is single location 

single hydrant. You can select up to six hydrants when permit type is single location 

multiple hydrants. If permit type is “Multiple Location Multiple Hydrant”, a map will not 

be displayed. You will have to contact DC Water administrator to issue the hydrants.  

10. Next step is to fill in the Equipment Type section. Depending on the number of 

equipment selected in the previous step, you will need to fill in the equipment type 

information. Below is a sample when two equipment are requested. 

 

 
 

11. Select the required Equipment Type from options – Meter Only, Large Assembly or 

Small Assembly. Note: For Meter Only equipment type, you will need to upload a BPA 

Inspection Report. 
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Equipment Type: 

Field Description 

Equipment No of Equipment selected in the field (Number 

of FH equipment) will be listed here. 

Equipment Type Required for each equipment. Drop down select 

from the following: 

1. Meter Only 

2. Small Assembly 

3. Large Assembly 

Backflow Assembly 

Inspection Report 

Upload Backflow assembly inspection report for 

the equipment type “meter only”. 

Click on the eye icon to view uploaded file and 

delete button to delete the file 

 

12. In the next step, you need to review the details of the primary applicant and fill in the 

details of the secondary applicants. Note: Primary applicant’s details are pre-filled by the 

portal based on the submitter’s profile information. 
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Applicants record: 

Field Description 

Primary Contact (Submitter) 

Title Pre-filled with title information from submitter’s 

user profile (non-editable) 

First Name Pre-filled with First Name information from 

submitter’s user profile (non-editable) 

Last Name Pre-filled with Last Name information from 

submitter’s user profile (non-editable) 

Email address Pre-filled with Email Address information from 

submitter’s user profile (non-editable) 

Company Name Pre-filled with Company Name information from 

submitter’s user profile (non-editable) 

Address Pre-filled with Address information from 

submitter’s user profile (non-editable) 

Phone Number Pre-filled with Phone Number information from 

submitter’s user profile (non-editable) 

Secondary Contact (Up to 4 contacts can be added per permit) 

First Name Required. Enter the First Name of the secondary 

contact. 

Last Name Required. Enter the Last Name of the secondary 

contact. 
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Email address Required. Enter the Email Address of the 

secondary contact. 

Phone Number Required. Enter the Phone Number of the 

secondary contact. 

13. You can add three more secondary contact by clicking on “Add More” Button. 

Note: At least one secondary contact information is mandatory on the permit.  

 

 
 

14. When you’re ready to view the payment statement, you can click on the “Payment 

Statement” button. You can see the amount breakdown of all the three types of Fees- 

Application Fee, Deposit Fee and Rental Fee. 
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15. Click on the “Back” Button to go back to Fire Hydrant permit form if you need to edit the 

permit details. If the calculations look good, you can proceed to the payment step by 

clicking on the “Continue” button. 

16. Permit details are saved, and the status moves to “Pending”. Note: In this state, you can 

drop off and resume the permit application if needed. 

17. You need to click on the acknowledgment check box before selecting payment method. 

18. You will have two payment method: “Paymentus” or “Pay at Pick Up” 

19. If you select “Paymentus”, you will be able to complete a secure payment via Paymentus 

IFrame on Acquaa portal.  

a. You can make payment using e-check/Bank account, Debit Card or Credit Card. 

b. You will have to pay an additional convenience fee if you choose to pay with 

Debit or With Credit card. 

c. No additional fee is charged if you choose e-Check. 
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d. Review the order details and order summary in the right-hand side of the page. 

e. Review the name, amount and Zip code information on the left-hand side of the 

payment page. 

f. Select the appropriate Payment method and enter the payment details. 

 

20. Hit the Continue button to proceed. If you wish to cancel the transaction, then hit the 

Cancel button. 

 

 



                                                                           Acquaa – Fire Hydrant Use Permit Manual 

Version: 1.0 45                     07/08/2026 

 

 

 

21. Select the Check box for authorizing payment and hit the “Pay$” button. 

22. If you want to make any changes you can hit the “Back” button. 

23. Once payment is successful you will see the payment confirmation page. 

 

24. Hit the “Print Receipt” Button to print the receipt or hit the Continue button to view the 

acknowledgement page as shown below. 
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25. If you had selected “Pay at Pick Up” option, you will be required to make payment at the 

DC Water office. After permit is approved, permit status moves to Balance Due (Permit 

Application Fee). You can also pay application fee online. Refer Application Fee 

Payment section. 

26. To review all the permit details and download the payment receipt of the application fee 

payment, click on the “View Permit” button. Permit is sent for DC Water Administrator 

review and the status changes to “Under Review”.  

27. DC Water Administrator will review your permit application, and you will be notified 

when application is approved, rejected or marked as Missing Information (need more 

details). 

 

28. If permit is marked as “Missing information”, you will be required to make updates to the 

permit information and sent it back to the DC Water administrator for review. Check the 

remarks or comments from the administrator in the notification email. Refer section 

“Resubmit Missing Information Permit” for more details.  

 

29. If permit is “Rejected”, you can submit another permit application. 

 

30. If permit is “Approved”, you will be required to make payment for Application fees (if 

you had chosen Pay At Pick Up option while submitting the permit application), Deposit fees 

and Rental fees. 

• Paymentus: If Application fee was already paid online, Deposit fee and Rental fee 

payment can be paid online so that the permit can be issued.  

• Pay at Pickup: Payment for Application fee, Deposit fee and Rental fee is pending. 

User can make payment at the DC Water office before the permit can be issued. You 

can also  



                                                                           Acquaa – Fire Hydrant Use Permit Manual 

Version: 1.0 47                     07/08/2026 

 

Permit in Balance Due Status 

Application Fee Payment  

31. For approved permits, you can follow below steps to complete all payments. 

• Expand the “Fire Hydrant Services” menu on the left menu panel and click on the 

“Permit Number” hyperlink with permit status “Balance Due”. 

• Fire Hydrant Request Permit form will be displayed. 

• You will have payment method: “Paymentus” 

• Click on the “Pay Now” Button. 
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• You will be able to complete a secure payment via Paymentus IFrame on Acquaa 

portal. 

 

• You can make payment via e-check/Bank account, Debit Card or Credit Card. 

 

• Click on the Continue button to proceed. If you wish to cancel the transaction, then 

click on the Cancel button. 
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• Select the Check box for authorizing payment and click on “Pay” button 

• If you want to make any changes you can click on “Back” button and to cancel 

transaction, click on the “Cancel” Button”. 

• Once payment is successful you will see the payment confirmation page. 

 

 
 

• Click on “Print Receipt” Button to print the receipt or click on Continue button to 

continue to application to make the next payment. 

Note: If you see an error as shown below, click the Exit button to return to permit page and retry 

the payment after some time. 
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Deposit Fee Payment 

32. Expand the “Fire Hydrant Services” menu on the left menu panel and click on the 

“Permit Number” hyperlink with permit status as Balance Due. 

• Fire Hydrant Request Permit form will be displayed. 

• Select “Paymentus” payment method and click on the “Pay Now” Button. 

 

 



                                                                           Acquaa – Fire Hydrant Use Permit Manual 

Version: 1.0 51                     07/08/2026 

 

 

• You will be able to complete a secure payment via Paymentus IFrame on Acquaa 

portal. 

 

• You can make payment via e-check/Bank account, Debit Card or Credit Card 

 

• Click on the Continue button to proceed. If you wish to cancel the transaction, then 

click on the Cancel button. 
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• Select the check box for authorizing the payment and click on “Pay$” button. 

• If you want to make any changes you can click on “Back” button. If you want to 

cancel transaction, click on the “Cancel” Button”. 

• Once payment is successful you will see the payment confirmation page. 

 
 

• Click on “Print Receipt” Button to print the receipt or click on Continue button to 

continue to permit application to rental fee payment. 

Rental Fee Payment 

33. Expand the “Fire Hydrant Services” menu on the left menu panel and click on the 

“Permit Number” hyperlink with permit status as Balance Due from the permit table. 
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• Fire Hydrant Request Permit form will appear on the screen. 

• You will have payment method: “Paymentus” 

• Click on the “Pay Now” Button 
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• You will be able to complete a secure payment via Paymentus IFrame on Acquaa 

portal. 

 

• You can make payment via e-check/Bank account, Debit Card or Credit Card 

 

• Click on the continue button to proceed or you wish to cancel the transaction then 

click on the cancel button. 
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• Select the Check box for authorizing payment and click on “Pay” button 

• If you want to make any changes you can click on “Back” button and to cancel 

transaction, click on the “Cancel” Button”. 

• Once payment is successful you will see a payment confirmation page. 

 

• Click on the “Print Receipt” Button if you want to print the payment receipt. Click on 

the Continue button to continue to view permit application status. 

• The permit application status changes to “Assign Equipment”. 
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Resubmit Missing Information Permit 

•  Expand the “Fire Hydrant Services” menu on the left menu panel and click on the 

“Permit Number” hyperlink with permit status as Awaiting Information from the 

permit table. 

• Fire Hydrant Request Permit form will appear on the screen. You will find the edit 

button at the bottom of the page. 

 

• Click on the edit button to edit the permit information. 

 

• Make the necessary changes to the permit information and click on the save & 

continue button.  

• Click on the submit button to send the changes for administrator’s review. Permit 

status will change from “Missing Information” to “Under Review”. 
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Permit in Assign Equipment status 

1. Expand the “Fire Hydrant Services” menu on the left menu panel and click on the 

“Permit Number” hyperlink with permit status as Assign Equipment from the permit 

table. 

 

Note: The permit has reached the assignment equipment stage, where DC water 

Administrator will need to assign equipment to the permit and issue the permit. Permit 

applicant will have to go to DC Water office to pick up the equipment. 

 

Note: Once the equipment is assigned and permit is issued, status of permit will change 

from Assign Equipment to Issued. 
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Permit in Issued status 

Once the permit is issued, no further modification is allowed. Permit information will be 

available in read only mode for reference.  

You can download the following documents available for the download once the permit is 

issued. 

1. Expand the “Fire Hydrant Services” menu on the left menu panel and select an Issued 

permit from the list. 
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2. The following document will be available for download 

a. Permit Document 

b. Equipment Issued Receipt 

c. Payment Statement 

d. Payment Receipt  

Permit in Waiting Others status 

Once the permit is issued, and there is partial equipment return on the permit, the status of the 

permit will change to Waiting Others. Permit information will be available in read only mode for 

reference.  

You can download the following documents available for the download once the permit is 

Waiting Others. 

1. Expand the “Fire Hydrant Services” menu on the left menu panel and select a permit in 

Waiting Others status from the list. 
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2. The following document will be available for download 

a. Permit Document 

b. Equipment Issued Receipt 

c. Payment Statement 

d. Payment Receipt  

e. Equipment Return Receipt 

Permit in WPLAN status 

Once the permit is issued or waiting others, the permit has passed the end date then, the status of 

the permit will change to WPLAN. Permit information will be available in read only mode for 

reference.  

You can download the following documents available for the download once the permit is 

Waiting Others. 

1. Expand the “Fire Hydrant Services” menu on the left menu panel and select a permit in 

WPLAN status from the list. 
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2. The following document will be available for download 

a. Permit Document 

b. Equipment Issued Receipt 

c. Payment Statement 

d. Payment Receipt  

e. Equipment Return Receipt 

Permit Extension 

The Extend Hydrant functionality allows users to continue an existing hydrant on the permit 

without re-entering all details from scratch. This feature is designed to simplify the process by 

reusing permit information of the selected permit. 

1. Expand the “Fire Hydrant Services” menu on the left menu panel and select one of the 

permits which are either in Issued, Waiting others and WPLAN status. 

2. Click on the “New Permit Request” button. 

 
 

Note: Applicable permits are Issued, Waiting Others and WPLAN permits. 

3. Fire Hydrant Request Permit form will appear on the screen. Review prefilled permit 

information. 
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Note: Fire Hydrant Request Permit Form will be prefilled with selected active permit 

information like permit details, equipment type, Fire hydrant, and applicant record. You 

will only have fill in the start date and end date of the permit and continue the 

application. In case any changes needed to any information can be edited or modified by 

the user. 

4. The workflow and steps are identical to the “How to create a new permit” process. 

5. The same hydrants from the selected active permit will be used by default. 

6. Any changes made will apply only to the extended permit request and not the original 

permit. 

7. The extended hydrant permit will go through the standard approval and payment process. 

Note: The extend hydrant functionality streamlines the permit process by  

a. Reusing selected active permit data 

b. Minimizing the manual input 

c. Allowing continued use of the same hydrant 
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Permit Related Documents 

You can download below permit related documents from the portal. Sample document for each 

category can be found below. 

Fire Hydrant Use Permit 
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Payment Statement 
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Payment Receipt (Pay At Pick Up) 
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Payment Receipt (PaymentUs) 
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Equipment Issued Receipt 
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Equipment Return Receipt 
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Table with explanation of each document: 

Document Name Description 

Permit Document Official document issued upon approval of the permit, 

containing all permit details such as applicant information, 

hydrant details, validity period, and terms & conditions. 

Equipment Issued Receipt Acknowledgement generated at the time of equipment 

assignment and permit is issued. 

Payment Statement Detailed summary of all charges associated with the permit, 

including application fees, deposit fees, rental fees, and any 

additional charges. 

Payment Receipt Confirmation of payment made by the user, including 

transaction details such as the amount paid, payment mode, 

and payment date. 

Equipment Return Receipt Document generated when equipment is returned, capturing 

returned items, return date, and any applicable loss. 

Submit Meter Reading 

1. This feature allows you to submit a meter reading of the equipment based on its usage. 

2. Portal sends reminders to submit meter usage readings to all permit holders depending on 

the reading cycle. Sample email is shown below. 
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3. Note: If your equipment was issued within the window of first half of a month, your 

meter reading window is between the 10th to15th of every month, starting from issued 

month+1. You will receive reminders from the platform to submit meter usage on the 10th 

of every month starting from issued month +1 until your permit is closed. 

4. Note: If your equipment was issued within the window of second half of a month, your 

meter reading window is between the 23rd to the end of every month, starting from issued 

month+1. You will receive reminders from the platform to submit meter usage on the 23rd 

of every month starting from issued month +1 until your permit is closed. 

5. Expand the “Fire Hydrant Services” menu on the left menu panel. Select an issued permit 

from the list of permits in the Permits tab. 

6. Click on the “Usage +” button. Note: This button will be enabled for permits in Issued, 

Waiting others, Or WPLAN statuses. 
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7. A meter reading submission form will be displayed as shown below. 

 

8. All the assigned meters will be displayed in the table. 

9. You can review pre-filled information such as Equipment Tag, Previous Reading Date, 

Previous Reading, and Equipment Tag Status. 

10. Fill in the “New Reading Date” using calendar option. 

11. Fill in the “New Meter Reading” for an equipment. Note: Value of “New Meter 

Reading” must be greater than or equal to the previous meter reading. 

12. Click Upload button to attach an image showing Meter Reading value. 

Note: If an equipment is either returned, replaced or lost, the meter reading fields will be 

disabled. 
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13. You can submit bulk meter readings by selecting one or more equipment and filling in 

the reading details.  Upon submission, unique transaction reference number will be 

created per equipment. 

14. Click on the “Review & Submit” button to review the data. You can also click on the Edit 

button to edit details before submitting for administrator’s review. 

 

15. Click on the “Submit” button to submit the meter reading details for administrator’s 

review. An acknowledgement page will be displayed as shown below.  

  
 

16. Click on the “View Transaction” button to view the meter reading details. 

17. DC Water Administrator will review your submission. You will be notified when the 

transaction is either Approved or Rejected or marked as Missing Information. 

18. If your usage transaction is approved, you will be able to create another usage transaction 

based on your cycle of usage. If you’re in Cycle 1, you will need to submit between 10th 

to 15th of every month. If you’re in Cycle 2, you will need to submit between 23rd to end 

of the month (for every month of usage). 
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19. If your usage transaction is marked as “Missing Information”, you will be required to edit 

the usage transaction and make the necessary updates before sending it back for 

administrator’s review. Refer section “Resubmit Usage in Missing Information Status” 

for more details. 

 

20. If your usage transaction is rejected, you can create another usage transaction with correct 

usage details. 

Resubmit Meter Reading 

1. This feature allows you to resubmit the meter reading if your previous submission was 

returned by administrator due to an error. 

2. Expand the “Fire Hydrant Services” menu on the left menu panel and switch to the usage 

tab as shown below. 

 
 

3. Click on the Transaction ID with status “Missing Information”. 

 

4. You can view the permit details and the last submitted meter readings of the equipment.  

5. Refer the remarks of the administrator in the email (sample below) sent by the portal and 

make necessary updates to meter reading date and meter reading value for the required 

equipment.  
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6. Click on the “Upload” button to attach the updated meter reading image. 

 

7. Click on the “Review & Submit” button and review all the data. 

8. Click on the “Submit” button to resubmit the usage transaction. If you still need to edit 

any detail, click on the “Edit” button. 
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9. An acknowledgment page will be displayed as shown below.  

 

10. You will be notified when the administrator reviews your transaction and takes an action. 

Report Equipment Damage 

1. This feature allows you to report a damage of one or more meter equipment or BPA asset 

or hydrant in the form a damage ticket. Within a small or large assembly, you will be able 

to report damage of either BPA or Meter or both depending on whichever is faulty. You 

will also be able to report about a lost equipment. 

2. Expand the “Fire Hydrant Services” menu on the left menu panel and select an Issued 

permit from the list. 
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3. The button “Damage +” will be enabled based on the status of the permit i.e. Issued, 

Waiting others, or WPLAN 

4. Click on the “Damage +” button to open equipment damage and hydrant damage form. 

 

5. All the assigned equipment and hydrant will be displayed in the table as shown above. 

6. Note: You can select one or more equipment or hydrant to submit a damage ticket. A 

separate ticket will be created per equipment / hydrant. 

7. You can fill in the required fields to submit a damage ticket as explained in the below 

table: 

 

 



                                                                           Acquaa – Fire Hydrant Use Permit Manual 

Version: 1.0 79                     07/08/2026 

 

 

Equipment Damage 

Field Description 

Damage Type Required. Drop down select from the following: 

1. Lost 

2. Stolen 

3. Broken 

4. Broken – Need Replacement 

5. Broken – No Replacement 

6. Lost – Need Replacement 

7. Lost – No Replacement 

Upload Image Required. Upload the image of damaged 

equipment 

Hydrant Damage 

Field Description 

Damage Type Required. Drop down select from the following: 

1. Leaking 

2. Broken Barrel 

3. Broken fittings 

4. Missing caps 

5. Operator hard to turn 

6. Operator will not turn 

7. Will not shut off 

Reference Image Required. Upload the image of damaged hydrant 

8. Once the required fields are filled in for the selected equipment or hydrant, you can 

review the details before submission. 
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Note: If equipment or BPA is returned, replaced or lost, option to submit a damage ticket 

will be disabled. 

Note: If hydrants are replaced then the option to submit a damage ticket will be disabled.  

9. Click on the “Review & Submit” button to review all the data before submission. In the 

review mode, if you decide to edit any detail, you can also click on the Edit button. 

 

10. Click on the Submit button. A success page will be displayed as shown below with 

damage ticket reference id per equipment.  
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11. Click on the “View Transaction” button to view all the damage ticket details of a given 

permit. 

 

12. Ticket number and ticket status will be displayed against the equipment or hydrant.  

Additional Payment 

1. This feature allows you to make any additional payment on the permit. This could be an 

additional deposit payment or a bill payment based on the monthly usage invoice. 

2. Expand the “Fire Hydrant Services” menu on the left menu panel and select an Issued 

permit from the list. 
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3. The button “Payment +” will be enabled based on the status of the permit: Issued, 

Waiting Others, WPLAN Or Closed. 

4. Click on the “Payment +” button to open monthly/additional payment page. 

 

5. Select the “Payment Type” from the drop down. 

a. Deposit Payment 

b. Bill Payment 

6. Fill in the amount. Payment Method is pre-selected as “Paymenus”.  
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7. Click on the “Pay Now” button. 

8. You'll be able to complete a secure payment via Paymentus IFrame on Acquaa portal.  

 
 

9. You can make payment using e-check/Bank account, Debit Card or Credit Card. Note: 

Debit and Credit card payments are subject to a 2.65% convenience fee. 
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10. Review all the details on the page and enter the payment details for the selected payment 

method. 

11. Click on the Continue button to proceed. If you wish to cancel the transaction, click on 

the Cancel button. 

 

12. Select the check box for authorizing payment and click on “Pay$” button. 

13. If you want to make any changes you can click on “Back” button. To cancel the 

transaction, click on the “Cancel” button. 

14. Once payment is successful you will see the payment confirmation page as shown below. 
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15. Click on “Print Receipt” Button to print the receipt or click on Continue button to make 

another additional payment. 

16. You can also view the payment history of monthly/additional payment. Click on the 

down arrow(v) under Payment History section. 

 

17. You can view the payment history and payment information like payment reference 

number, payment type, payment amount, payment date. You can also download payment 

receipt. 

18. If the payment did not go through due to insufficient funds or any other reason, please 

modify the payment details and try again. 

19. If you see a page like the below, please hit the Exit button and retry payment after few 

minutes.  
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Reports 

1. Reports menu is used to view and download any exported document exported from the 

permit page on the portal . 

2. The search results table has an export icon on top of the header. When you click the 

(export icon), a request to export a report is created. You can view the status of the 

download request by clicking on the “Reports” menu on the left panel. 

 

3. These reports are in “CSV” format and can be opened in Microsoft Excel applications. 

To download the report, click the (download icon) and then use standard Windows 

functionality to open the file. 

 

Field Description 

Document Id Unique id of the exported document 

Document Name Name of the exported document 

Document Type File type of the exported document 

Requested At Date and time when the document was requested 

for export 

Completed At Date and time when the document export was 

completed. 

Status Status of the exported document: 

1. If the status is “Failed”, you may retry 

again with the retry icon. 

2. If status is “Submitted”, export is in 

progress. 
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3. If the status is “Complete”, the document 

is ready for download. 

Action Download icon: Download icon is displayed 

only when export is completed. Click on the icon 

to download document to your local machine 

Retry icon: Retry icon is displayed when the 

export has failed and retry again. 

Delete icon: Delete icon is displayed to let the 

user delete the file if the file is no longer needed 

or if an export has failed. 

To view reports: 

1. Click “Reports” from the left-pane menu. 

The “Reports” page will be displayed as shown below. 
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The End 
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