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Q. DECOMMISSIONING
Q.1. Before Beginning 
Decommissioning

Before carrying out decommissioning, the 
technician performing decommissioning must 
be familiar with the equipment and its safety 
procedures, and ensure electrical power 
is available to the unit. See Section A.3.1. 
Working Personnel Qualifications for more 
information.  
Before recovering the refrigerant, an oil 
and refrigerant sample must be taken if the 
technician intends to reuse the recovered 
refrigerant to have a record.  
Before beginning any work on systems 
containing flammable refrigerants, safety checks 
are necessary to ensure that the risk of ignition 
is minimized. See C.2.6. No Ignition Sources. 
Before beginning any work on the system or 
conducting any hot work, ensure that the area 
is in the open or that it is adequately ventilated. 
Ventilation must continue while the unit is 
being worked on. Ventilation is required to 
safely disperse any released refrigerant into the 
atmosphere. 
Work shall be undertaken under a controlled 
procedure so as to minimize the risk of 
flammable gas or vapor being present while 
work is being performed. See A.3. Importance 
of a Quality Installation.  
All maintenance staff and others working in the 
local area shall be instructed on the nature of 
the work being performed. Work in confined 
spaces shall be avoided.  
The area shall be checked with an appropriate 
refrigerant detector before and during work to 
ensure the technician is aware of potentially 
toxic or flammable atmospheres.

Q.2.	Decommissioning Procedure 
Follow the decommissioning procedure outlined 
below:
READ ALL STEPS BEFORE BEGINNING.  
•	 Become familiar with the equipment, its 

operation, and its safety procedures.  
•	 Isolate the system electrically.  
•	 Ensure that mechanical handling equipment 

for the refrigerant cylinders is at hand, if 
required.  

•	 Ensure personal, protective equipment is 
being used correctly.  

•	 A competent supervisor must be present 
during the refrigerant recovery process. 
Ensure such a person is available on site.

•	 Confirm that the recovery equipment and 
cylinders are correct for the equipment and 
its refrigerant.  

•	 Follow the steps outlined in Section J.1.1. 
Check for Refrigerant Leaks and Section 
J.1.1.3. Removal and Evacuation of 
Refrigerant.

•	 If possible, pump down the refrigerant 
system.  

•	 If a vacuum is not possible, make a manifold 
so that the refrigerant can be removed from 
various parts of the system.  

•	 Make sure that the recovery cylinder is 
situated on the scale before recovery 
begins.  

•	 Start the recovery machine and operate it in 
accordance with its instructions.  

•	 Do not overflow the cylinders. No more than 
80% volume liquid charge is allowed.  

•	 Do not exceed the maximum working 
pressure of the cylinder, even temporarily.  

•	 When the cylinders have been filled correctly 
and the process is complete, make sure that 
the cylinders and the recovery equipment 
are removed from the site promptly.  

•	 Verify all isolation valves on the unit are 
closed (off).  

•	 Recovered refrigerant shall not be charged 
into another unit unless a sample was taken 
prior to recovering the refrigerant and its 
been cleaned and checked.

Q.3.	Labeling   
When performing any maintenance or 
troubleshooting on the refrigerating equipment 
or associated parts, a dry powder or CO2 fire 
extinguisher shall be nearby for emergency use. 
Equipment must be labelled stating that is 
has been decommissioned and emptied of 
refrigerant. The label must be dated and signed. 
Ensure that there are label(s) on the unit stating 
that this equipment contains flammable 
refrigerant.
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R. INFORMATION FOR THE OWNER 
R.1. Product Model and Serial 
Number

The product model and serial number are both 
located on the rating plate found on the supply/ 
return panel of the unit.

R.2. Information for the Owner: 
Maintenance and Service 

For routine maintenance, general diagnostics 
for cooling and heating, and other generalized 
information regarding filter changing, cleaning 
the condensate pan, cleaning the coils, and 
general inspections, refer to the Use and Care 
Guides available on the manufacturer’s website. 
At least once a year, scheduled service 
checks must be made to verify the safety 
systems in this unit are working as intended.

R.2.1 Filter Changing
WARNING: DISCONNECT THE MAIN 
POWER TO THE OUTDOOR UNIT BEFORE 
ATTEMPTING ANY MAINTENANCE 
OPERATION. FAILURE TO DO SO CAN 
RESULT IN SEVERE ELECTRICAL SHOCK 
OR DEATH. 
1. Keep air filters clean. There are several types 
of material used in air filters and there are many 
possible locations for air filters. Consult with 
your contractor as to the locations of the filters 
and type of material in use. 
2. How To Clean: 

Glass Fiber (Throwaway) — This is a 
disposable type of filter. Inspect monthly 
and replace when necessary. A new 
building will normally require more frequent 
attention to the filters. 
Aluminum Mesh — Wash with detergent 
and water. Air dry thoroughly and renew 
the coating in compliance with the 
manufacturer’s instructions. 
Pleated or MERV Filters (Throwaway) 
—There are various types and levels of 
filtration available. These may require 
more frequent inspection or replacement. 
Consult with the filter manufacturer. 

IMPORTANT: Do not operate your system for 
extended periods without filters, as the dust 
contained in the air may pack into the fin area of 
the evaporator coil creating a condition which 
could require extensive repairs. 

WARNING: A PORTION OF THE 
DUST CONTAINED IN THE AIR MAY 
TEMPORARILY LODGE IN THE AIR DUCT 
RUNS AND AT THE SUPPLY REGISTERS. 
ANY RECIRCULATED DUST PARTICLES 
WILL BE HEATED AND CHARRED BY 
CONTACT WITH THE ELECTRIC HEATING 
ELEMENTS. THIS RESIDUE WILL SOIL 
CEILINGS, WALLS, FLOORING, AND 
OTHER BUILDING ARTICLES.

R.2.2 Cleaning Condensate Pan
Check annually and, if necessary, clean drain 
pan and drain line. In winter, keep drain and 
trap dry or protect against freezeup. If this unit 
is installed with proper clearances, then the 
drain pan on most units is removable (check 
unit Specification Sheet to determine whether or 
not your unit is equipped with a slide-out drain 
pan). Refer to the unit Installation and Operation 
Manual for specific instruction on clearances 
and how to clean the drain pan.

R.2.3 Cleaning Coils
NOTE: Clean the Microchannel using only 
water. Due to the aluminum construction, do not 
use cleaners or detergents because they may 
cause corrosion to the Microchannel, leading to 
refrigerant leaks. 
Directions to clean the Microchannel coils are as 
follows: 
1. Disconnect power to the unit.  
2. Wear proper personal protection equipment 
such as a face shield, gloves, and waterproof 
clothing.  
3. Remove panels from the unit to gain safe 
access to the microchannel coils.  
NOTE: Clean the coil from the inside out, in the 
opposite direction of normal airflow, allowing the 
debris to be pushed out rather than further in. 
4. Use a soft brush or vacuum to remove base 
debris or surface-loaded fibers from both sides of 
the coil.  



115

R. INFORMATION FOR THE OWNER 
R.2.3 Cleaning Coils (Cont.)

5. Using a sprayer and water ONLY, clean the 
coil following the guidelines below:  

a. Use a 90º sprayer nozzle attachment to aid 
in cleaning the closely spaced coils. Sprayer 
nozzle pressure should not exceed 600 psi. 
Use a flat fan spray nozzle with an angle of at 
least 15 degrees. 
b. Spray perpendicular to the face of the 
coil. The maximum source angle should not 
exceed 25 degrees to the face of the coil.  
c. Spray approximately 1”-3” from the coil 
surface.  

6.  Do not allow the sprayer to come in contact 
with the tube and fin as it may damage the coil.

R.2.4 Checking Electrical 
Components

Repair and maintenance of electrical 
components must include safety checks and 
component inspections. 
If a fault exists that could compromise safety, 
then no electrical supply can be connected 
to the unit until the error causing the fault 
is repaired. If the fault cannot be corrected 
immediately but it is necessary to continue 
operation, an adequate temporary solution 
must be used. The temporary solution must be 
communicated to the owner.  
Initial safety checks include:  
•	 Confirming that the capacitors are 

discharged. This must be done safely to 
avoid the possibility of sparking.  

•	 Ensure that no live electrical components 
or wiring are exposed while charging, 
recovering, or purging the system.  

•	 Confirm that the unit grounding is constant 
and secure.

R.3. Refrigerant Recovery
When removing refrigerant from a unit, either 
for service or decommissioning, the following 
practices are required to safely remove the 
refrigerant.  
When transferring the refrigerant into cylinders, 
ensure that only the appropriate recovery 
cylinders are employed.  
•	 Ensure that the correct number of recovery 

cylinders are available to hold the total 
system charge.  

•	 All cylinders used must be designed for 
recovering R-454B refrigerant.  

•	 Cylinders shall be complete with a pressure-
relief valve and shut-off valves, all in working 
order.  

•	 Empty recovery cylinders must be 
evacuated and cooled before refrigerant 
recovery occurs.  

The following equipment is required to be on 
site and in good working condition prior to and 
during refrigerant recovery:  
•	 The technician’s recovery equipment  
•	 The recovery equipment’s instructions that 

details the proper recovery of flammable 
refrigerant 

•	 A set of calibrated weighing scales 
•	 Hoses, which much be complete with leak-

free disconnect couplings.  
If in doubt, contact the manufacturer about 
recovering flammable refrigerant.  
The recovered refrigerant must be processed 
according to local legislation in the correct 
recovery cylinder, and the relevant waste 
transfer note arranged. DO NOT MIX 
REFRIGERANTS IN RECOVERY UNITS OR 
RECOVERY CYLINDERS.  
If compressors or compressor oils are to be 
removed, ensure that they have been evacuated 
to make certain that the flammable refrigerant, 
R-454B, does not remain within the lubricant. 
The compressor body must not be heated 
by an open flame or other ignition sourced to 
accelerate this process. When oil is drained 
from a system, it shall be carried out safely.

R.4. Warranty Information
For more information on this unit’s factory 
warranty, see the warranty card shipped with 
the unit. The warranty card is also provided on 
the manufacturer’s website.
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S. INSTALLATION CHECK LIST AND JOB SITE SHEET  S. INSTALLATION CHECK LIST AND JOB SITE SHEET

 Amperage  and Power Measurements :

 24VAC Low Voltage Measurements :

Commercial Job Site Information
 Site Information and Application Details:

State : Zip :

Mobile :

State : Zip :

Mobile :

Model Number :

(Please include all letters and digits of the model number)

Serial Number :

(Please include all letters and digits of the serial number)

Date of Install :

(When was the unit installed, month, day, and year)

Unit Setup and Operational Information

Base Voltage : 208    240   460 Phase : 1     3
(Circle one) (Circle one)

Transformer Tap : 208    240   460
(Circle one)

Measured Line Voltage :

Phase A to B :

Phase B to C :

Phase C to A :

R to C :24VAC Measured Voltage :

Full Running Load

Phase A :

Phase B :

Phase C :

Blower Compressor 1 Compressor 2

Transformer Load:
24VAC Measured Amp Load :

T-stat Load:

Outdoor Fans

 Voltage and Amperage Information :

 Line Voltage Measurements :

Business Name :

Address :

City :

Site Contact :

Phone :

Email :

 Dealer/Contractor Information:
Business Name :

Address :

City :

Site Contact :

Phone :

Email :

 Distributor and Support Details:
Distributor Name :

City : State :

Technician Name :

Visit Date:

Technician Name :

Visit Date:

Technician Name :

Visit Date:

Rep Name :

Visit Date:

Phase A to Ground :

Phase B to Ground :

Phase C to Ground :

Conductor Size: Breaker Size :

Pressure (PSI) :

Temperature ( F) :

Superheat ( F) :

Outdoor Air Temperature ( F) :

 Circuit 2 :
Suction Line Liquid Line

Pressure (PSI) :

Temperature ( F) :

Sub-cooling ( F) :

Pressure (PSI) :

Temperature ( F) :

Sub-cooling ( F) :

 Refrigerant Circuit Information :

 Circuit 1 :
Suction Line Liquid Line

Pressure (PSI) :

Temperature ( F) :

Sub-cooling ( F) :

Outdoor Air Wet Bulb ( F) :

Return Air Temperature ( F) :

Return Air Wet Bulb ( F) :

Supply Air Temperature ( F) :

Supply Air Wet Bulb ( F) :



117

S. INSTALLATION CHECK LIST AND JOB SITE SHEET  S. INSTALLATION CHECK LIST AND JOB SITE SHEET
Commercial Job Site Information

 Blower and Air Flow Information :

 Air Flow CFM :

Building Design CFM :

Operating System CFM :

Design CFM :

Design % :

Measured CFM :

Measured % :

Motor RPM :

Blower RPM :

Blower Sheave Turns :

(Turns are measured from a  fully closed position)

 Blower Speed :  Static Pressure :

 Economizer Setup and Information :

 Outdoor Air:  Blade Position and Settings:

Minimum Position - Low :

Minimum Position :

Min Position Shaft Angle :

Measured % :

 Program Settings:

Enthalpy Zone Setting :

Mixed Air Temperature :

Min Position Shaft Angle :

Measured % :

A   B   C   D   E
(Circle one)

 Heat or Furnace Information :

 Gas Heat :
Fuel Type :

Input BTU :

Measured BTU :

Line Gas Pressure :

 Natural     LP 
(Circle one)

Flame Signal - microamp (s) :

 Electric Heat :
System Voltage : 208    

Total Kw input Rating :

   460240
(Circle one)

 Variable Frequency Drive (VFD) : (low fan speed settings are located in DDC Control)

Yes     No  
(Circle one)

Return Static Pressure :

Supply Static Pressure :

Total Static Pressure :

Low Fan Speed % :

1stg Cooling Speed % :

Low Economizer % :

Factory Equiped:

Active VFD Display (Hz) :

LOC/REM Light On?: Yes     No  
(Circle one)

Yes     No  
(Circle one)

Power Setting (uLu) :

Runs to 45hz on Start?:

Runs to 60hz 2nd Stage?: Yes     No  
(Circle one)

Manifold Pressure - Low :

Manifold Pressure - High :

Number of Orifices :

Orifice Size :

Inducer 1:

Voltage:
Line 1  Line 2

Pressure Switches
(measured in inches w.c.)

Low    High    Close   Open
Amperage:

Line 1  Line 2 RPM

Inducer 2:

Inducer 3:

Inducer 4:

Main Limit Closed: Yes     No  
(Circle one)

Yes     No  
(Circle one)

Spark Visible at Igniter : Yes     No  
(Circle one)

Over Temp Limit Closed:

Burner Flames Blue : Yes     No  
(Circle one)

Phase A :

Phase B :

Phase C :

Stage 1 Amps: Stage 2 Amps: Stage 1 Watts: Stage 2 Watts:

Notes and Comments :
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