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What's hew

» Dig Safely New York is now UDig NY, with a new logo, and a new tagline:
Safe Digging Starts Here.

e Our website, UDigNY.org, has been fully redesigned to better meet the
needs of professionals, DIYers and members.

e Exactix can now be accessed at Exactix.UDigNY.org.
What isn’'t changing

e There have been no changes to the fundamental process for submitting
location requests via 811 or Exactix and you do not need to resubmit any
previous location requests.

 If you have an existing Exactix or Coursettra account, your account and
login credentials remain unchanged.

e Our team of friendly Damage Prevention Representatives and Field
Representatives are still here and can’t wait to continue working with you.

e Our commitment to protect the public through education and quality
communication with excavators and underground utility operators remains
as strong as ever.
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A Complete how-to guide for Homeowners/DlYer

About this Guide

Exactix is Dig Safely New York, Inc.’s one-call platform for ticket management and Location Request submission.

The software offers a rich mix of features and security that make it the most optimal one-call platform in the country.
With easy mapping features, type-ahead fields, customization to manage work, and access to real-time utility response
information, Exactix makes the Location Request process simpler for the Homeowner/DIYer, and the One-Call Center.

The purpose of this guide is to outline how a Homeowner/DlYer can utilize Dig Safely New York’s Exactix software to plan,
assign, track, and manage their Location Requests and respective projects. While reading this guide, you will quickly
discover that this software is not just meant for those that submit Location Requests. The platform can also be utilized

by companies as small as one, to as large as one million, to manage projects more efficiently and effectively while
complying with New York State’s laws.
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How to Register for an Exactix Account

Creating a New Account

Never been a web user with Dig Safely New York, Inc.?

If you have never been a web user with Dig Safely New York, Inc., you will need to create a new account.
To create a new account, visit Exactix.DigSafelyNewYork.com

Here, you will see a login page. Underneath the Sign In button, click on the No account? Sign up link.

exactix
Username

Password =

Searching for a ticket?  Search here Sign In

Mo account? Sign up

Reset/Forgot password

—or sign in with—

Announcements

PLEASE BE ADVISED THIS IS NOT A LIVE SYSTEM. ALL TICKETS ENTERED ON THIS SITE ARE FOR TRAINING OR
TESTING PURPOSES ONLY.

Please note this site is not compatible with Internet Explarer.

After clicking Sign Up, your screen will change to the New _

. . . . New User Registration Back to Login screen
User Reg|8tratlon page' Thls page IS used to Create new This is used to create a new user for an excavator or a homeowner to enter a ticket.
accounts in the Exactix software for an Excavator or a P BIEER  ErREaGT:
Homeowner. St

You will get an email at the address provided for verification,

Following the steps to create an account. ERGTI AR

Confirm Email Address L

Username

First Name

Last Name

Password requirements:

= Must be at least 6 characters

Password w

Confirm Password ®

Submit

Already have a login? click here

6 Exactix—Single Address Web User :: Homeowner/DIYers



How to Register for an Exactix Account

Creating a New Account

First, enter a unique email address in the first field. Then,
confirm that email address in the second field.

Next, you will be asked to create a username. Dig Safely
New York recommends making your unique email address
your username to assist you in remembering your login
information.

The fourth and fifth fields are for your first and last name,
respectively.

Finally, you will be asked to create a password. Ensure
that your password is at least six (6) characters in length.
Confirm the password you created, then click the Submit
button.

Please note, if you forget your password, you will need to
know your username to recover it. This is one reason

Dig Safely New York recommends using your unique email
address as the username.

After you click the Submit button, you will need to confirm
your login and email address. To do this, the system will
send you an email from mail@4igidentity.com with a
unique code.

NEW USE!’ Registration Back to Login screer
This is used to create a new user for an excavator or a homeowner to enter a ticket.
Please follow the steps to create a login.

Sign up

You will get an email at the address provided for verification,
Email Address

marketirj_g_@ufi)o‘org

Confirm Email Address
marketing@ufpo.org

Username

marketing@ufpo.org

First Name

Jane

Last Name
Doe

Passward requirements:

* Must be at least 6 characters

Password

Already have a login? click here

New User Registration Back to Login screer

This is used to create a new user for an excavator or a hameowner to enter a ticket,

Please follow the steps to create a login,
Confirm Login

An email has been sent to m***@u*** org.
Please check that email for the code.

Username
marketing@ufpo.org

Code

Confirm

my.UDigNY.org :: Access. Information. Support.




How to Register for an Exactix Account
Creating a New Account

In a separate browser window or tab, check your email in
which you used for the account creation, for the system
email from mail@4iqidentity.com.

ification code

dentity.com>

Read the email and write down or copy the code.

3 ) Your code is: 187923
Go back to the account creation page, which has been

prepopulated with the username you created, and type in
or paste in your code. Please note, your code is only valid
for 24 hours.

This code is only valid for 24 hours.

After you enter your code, click the Confirm button.

New User Registration

This is used to create a new user for an excavator or a homeowner to enter a ticket

Please follow the steps to create a login.

Confirm Login

An email has been sent to m***@u*** org,
Please check that email for the code.

187923

o Canfirm
Next, verify your information once more by typing in your New User Registration
. . This is used to create a new user for an excavator or a homeowner to enter a ticket.
first name, last name, email address, and phone number
into the fields on the screen. This information will help © vour inormation

simplify the Location Request submission process and
be prepopulated into the contact information fields on the

Location Request creation form within the system. st Nami
JANE

We need some information about you. This will be used to populate required
information about you on the ticket. Please verify/fill out all the fields below

oot

Once you have completed that, click the green Next text, Emall Adress
) MARKETING@UFPO.ORG

located under the phone number field. -

(315) 4377394 x x %

e,
© Account type:

8 Exactix—Single Address Web User :: Homeowner/DlYers



How to Register for an Exactix Account

Creating a New Account

The account type is the next step in the account creation.
You can choose from the options of Excavator or
Homeowner.

New User Registration Back to Login screer

This is used to create a new user for an excavator or a homeowner to enter a ticket,

0 Your infarmation
Choose the Homeowner option for your account type, you

will be asked to provide your home address, including the @ Account type:
county.

Please select an account type:

Then, you will be asked if you have any previous tickets. Bt Horiaaiiia
If you do, enter the ticket number and the phone number Back

associated with that ticket so that the system can link your

account with any previous tickets and give you access to it.
The ticket number field is not required. The phone number

field is required.

After completing these two steps, click the green Next text
at the bottom of the form.

Your last step in the account creation is to verify all your © excavator Review
submitted information. If you need to edit any of the
information, click the Back text at the bottom for the form. Please review the summary of the information below. If it is correct, click
. . . . . 'Submit' to finish istration,
If the information is correct, click the green Submit text at R TR AR
the bottom Of the form One Call Center: DIG SAFELY NEW YORK
: First name: JANE
Last name DOE
Email address: MARKETING@UFPQO.ORG
Phone number: (315) 437-7394

Excavator company: DIG SAFELY NEW YORK

Excavator address: 6706 COLLAMER ROAD
EAST SYRACUSE, NY 13057
ONONDAGA

Back F@.!: L

After clicking Submit, you will be redirected to your new
Exactix account home screen.

FLEASE BE AOVISED) THES 15 NOIT A LIVE SYSTEM, ALL TICKETS ENTERED ON THIS SITE ARE FOR TRAINING DR TETTING FURPCSES OWLY,

Please ensure that you keep your username and password st

in a safe place for future reference.

my.UDigNY.org :: Access. Information. Support. 9



How to Register for an Exactix Account
Creating a New Account :: Existing Web User

If you had an existing web account with Dig Safely New York for submitting location requests or responding to location
requests, you will receive an email from Tickets@Exactix.DigSafelyNewYork.com. Log into your email and look for the
invitation.

Once you receive the email, read through it and click on the link to set up your account. Should you prefer, you can copy
and paste the link into a new browser tab or window. The link will bring you to an Exactix account creation page where you
will need to create a password.

Because you already had a web account within Dig Safely New York’s old one-call platform, your password creation will
link and verify your imported information into the new system.

After creating your password and clicking the Submit button, you will be redirected to your new Exactix account home
screen.

Please ensure that you keep your username and password in a safe place for future reference.

ontests

Dig Safely New York Ex:

y Mew York!

This system does not support Internet Expl
thee rr -t curity and feature wpd,

Create Login

Using the email address
contests@digsafelynewyork.com.

contests@digsafelynewyork.com

FLEASE BE AOVISED THES 15 NOIT A LIVE SYSTEM, ALL TICKETS ENTERED O THIS SITE ARE FOR TRATNING OR TESTING FURPOSES DMLY,

Password requirements: Tiann g bt e oy e b i P

 Must be at least 6 characters

..... ®

Already have a login?
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How to use and Navigate Your Dashboard

Getting Started

Once you have an Exactix account and log in, you will see your dashboard. The dashboard is your home screen for your
Exactix account.

Let us review what the dashboard allows you to do.

When you first log into your Exactix account, you will land on your home screen. This screen will have information, news,
and/or alerts that Dig Safely New York may need you to be aware of.

DANNY DIGGER. =2

Home

! E i
Welcome to Exactix!

Announcements

PLEASE BE ADVISED THIS IS NOT A LIVE SYSTEM. ALL TICKETS ENTERED ON THIS SITE ARE FOR TRAINING OR TESTING PURPOSES ONLY.

Please note this site is not compatible with Internet Explorer,

12 Exactix—Single Address Web User :: Homeowner/DIYers



How to use and Navigate Your Dashboard

Dashboard Icons and what they do

R TESTING PURPOSES ONLY.

DANNY DIGGER

PLEASE BE ADVISED THIS IS NOT A LIVE SYSTEM, ALL TECKETS ENTERED ON THIS STTE ARE FOR TRAINING OR TESTING PURPOSES ONLY.
P e 5 e . et e i e Lz,

Cc 6

@& exactix.digsafelynewyork.com

Dig, Safely. New Yark

CaIIB_T.l_

before you dig

DANNY DIGGER

befors you dig sl

Home

Welcome to Exactix!

Go ta Ticket Dashboard

Let’s take a look at some other features that are available
on your dashboard.

In the top left-hand corner, you will see three parallel lines.
This is your menu icon and can be used to expand or
collapse your main menu to show just icons, or the icons
with text. You can also simply hover over the menu to have
a quick view of your options. Taking your cursor off the

bar will result in the menu collapsing to just show you the
icons. Click on the three lines to keep the menu expanded.

In the top right-hand corner, you will see your name with
four icons next to it. These icons represent different options
on how you can view your dashboard. Hovering your
mouse over each icon will explain what each mean.

ra
LJ

The first icon allows you to toggle to
a full screen view.

The second icon gives you options to manage
your profile within the system and log out of
your account. These are called User Actions.

The third icon allows you to change the theme
color of the dashboard. Dig Safely New York has
preset a default theme to match its brand colors.
There are several other options for you to choose
from, should you wish.

>

Finally, the fourth icon allows you to change the
size of the text within your dashboard.

After you read any alerts on the home screen, you can
click on the Tickets tab in the left-hand menu, or on the
Go to Ticket Dashboard text on the home screen.

my.UDigNY.org :: Access. Information. Support. 13



How to use and Navigate Your Dashboard

The Ticket Menu

Your Tickets tab allows you to view the Location Requests you have submitted.

DARNY DICCER
Bz tem o 2 -
Results: 31
786 MORRIS PARK BRONX ASPHALT REPAIR 0505/ 2020 67.00 AM DISKY SAFE EXCAVATING HO4H00080:
Response Status
RESpIre Slaties 1 RVENUE A, ROCHESTER INSTALL SIDEWALE 04/30/2020 04:14 PN DISKY SAFE EXCAVATING 20043000075
4008 DUTTON RO WARSAW REPAIR DRAINAGE a0 030/2020 (4:09 PI DISKY SAFE EXCAVATING 4300078
2 14 MUNGER ST RERGEN BUILDING GARAGE nnm O5,/05/2020 07.00 AM DENY SAFE EXCAVATING HLFON00EE
£ BUFFALD ST,
¥ E BUFFALD 5T, ¢
5 RIDGERIELD DA, HURCHVILLE, 14428 GAS MAIN [NSTALL G5105/2020 67.00 AM DISKY SAFE EXCAVATING OOH0065
WASHINGTON 5T
HAKER 5T,
| iﬁ:‘ﬂng::I CHURCHVILLE, 14428 GAS MAIM INSTALL 05/05/2020 07.00 AM DSNY SAFE EXCAVATING 20043000064
REDGEFIELD DR
BIKE PATH,
RICHMOND AVE, . GAS MAIN AND SERVICE
RICHHAOIE AVE. CHURCHVILLE STALL 123456 50/ 2020 6700 AM DISNY SAFE EXCAVATING TOAR000063
W BLFFALD 5T
i &3 N MAIN 5T CASTILE INSTALL SEWER SERVICE 04(29/2020 03:51 PM DISNY SAFE EXCAVATING THAZI00068
i £ CHIPPEWA 5T BUFFALD, 14203 INSTALL GAS SERVICE ) 051 2/2020 67:00 At DISNY SAFE EXCAVATING 042800023
i= 5 PARK AR CHURCHVILLE PO DEMO fond! 00 AM DISNY SAFE EXCAVATING JOBEZBOINZE
iR 102 BONNIE BRAE AVE BRIGHTON TENT INSTALL w7 5012020 0700 AM DISNY SAFE EXCAVATING 04ZE00021
e 102 BONNIE BRAE AVE BRIGHTON TENT INSTALL 1 042712020 0700 AN DENY SAFE EXCAVATING 20113000028

This Menu reveals three (3) new options located under the four (4) icons to the right of your name. These new options
include New, List, and Dashboard. Let’s review.

The New button brings you the Location Request creation screen.

r 2 (s

DANNY DIGGER

The List button allows you to search through and for tickets ey s
you have permissions to view.

The Dashboard button will bring you back to your ticket : . . b
dashboard screen view. i o ARy &

1| Dasf
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How to use and Navigate Your Dashboard

Viewing your Tickets

You will be able to view all Location Requests you submit, as well as those Location Requests in which you have been
assigned as a field contact. You can gain access to view all Location Requests submitted by those in your Office and/or
Company with additional roles, which is outlined in the Roles and Permissions section of this guide.

cali81

before you dig

DANNY DIGGER

(©) My Tickets ~ [J Show Completed Tickets

Tickets @ QFilter by Ticket Number reset

*Past 60 days Min 5 characters required

Expiring Tickets

You also have a secondary ticket menu on the left-hand

side on this ticket dashboard screen, which you can use T| C kets O
to filter your tickets, or the tickets of your Office and/or
Company (based on permissions). *Past 60 days
Here, you can click to view: L. .
Tickets from the past 60 days E)(plrlng TICketS

m Tickets close to expiring *In the next 5 days

m Tickets on a map (using your current location)

m View the response status of tickets i

P My Tickets on Map

We will review how you can interact with each of these
filtered views later in this guide. Res ponse Status

my.UDigNY.org :: Access. Information. Support. 15
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How to Utilize the Secondary Ticket Menu

Getting Started

In the previous section, we reviewed the features available on your home screen and ticket dashboard.

Let’s take a closer look at the secondary ticket menu.

PLEASE BE ADVISED THS 15 NOT A LIVE SYSTEM. ALL TICKETS ENTEREC ON THIS SITE ARE FOR TRAINING OR TESTING PURPOSES ONLY.

P s i s 8 oS e Ermrsar o,

& Home | DANNY DIGGER

New
Tickets
*Past 60 days ASBHALT RED 082020 07

. . . IMSTALL SIDEWALK 04/30/2020 04: 14 PM
Expiring Tickets S

*In the next 5 days BUILDING GARAGE wm

05/05/ 2020 07:00 AM

DSNY SAFE EXCAVATING

DSNY SAFE EXCAVATING

DSKY SAFE EXCAVATING

DSNY SAFE EXCAVATING

W2 hewt o

20043000080

20043000079

20043000078

20043000066

(2

Results: 31

My Tickets on Map

Response Status

The secondary ticket menu on the left-hand side on the
ticket dashboard screen allows you to filter your tickets

Here, you can click to view:

All tickets from the past 60 days

Expiring tickets

Tickets on map

Response status of tickets

Let’s take a closer look at each option.

my.UDigNY.org :: Access. Information. Support.
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How to Utilize the Secondary Ticket Menu

Recent Tickets

Tickets @ G Filter by Ticket Number resel

641 ity

ing Tickets — _—

A thie et 5 days Place Woark

My Tickets on Map = 785 MORRIS PARK BRONX P
P e

Response Status AVENUE A ROCHESTER e

A00E DUTTON R WARSAW RFPA

16 MUNGER 5T BERGEN BUIL

Place

~ 786 MORRIS PARK BROMX ASPHALT REPAIR
AVENUE A ROCHESTER INSTALL SIDEWALK,
4008 DUTTON RD WARSAW REPAIR DRAINAGE

Tickets are displayed using a default filter showing the
columns of:

Street

Place

Work Type

Job Number
Work Start Date
Company Name
Ticket Number

Clicking on each of these titles will allow you to change the
order in which your tickets are displayed based on column
title. For example, if you click on Work Start Date, you will
see a pop up that allows you to customize the way your
tickets are being displayed.

We will discuss how you can configure your default filtered
view for tickets later in this guide.

W BUFFALO 5T

Clicking on the Tickets tab will allow you to view all tickets

created within the last 60 days.

ob Number Waork Start Date Company Name

05/05/2020 07:00 AM DSNY SAFE EXCAVATING 20043000080
04/30/2020 04:14 M DSNY SAFE EXCAVATING 20043000079
209050 04/30/2020 04:0% PM DSNY SAFE EXCAVATING 20043000078

[[] sort Ascending
[[] Sort Descending

Limit by...

All Dates
O Today

O Yesterday
O Last Week (Last Sunday to last Saturday)
O Last Month

O Past Days Days

Max Is 60

(O PastHours Hours
Max s 24

O Single Date Date

(mm/dd fyyyy)
O Date Range Start Date ! End Date
(mmfdd fyyyy) {mm/dd{yyyy)

Street

(7] sort Ascending
7] sort Descending

Limit by...

Search Text...
Hit Enter to add text to the filter

18 Exactix—Single Address Web User :: Homeowner/DIYers



How to Utilize the Secondary Ticket Menu

Expiring Tickets & Tickets on Map

Clicking on the Expiring Tickets tab in the secondary ticket menu will allow you to view all tickets that will be expiring
in the next five (5) days. This gives you the opportunity to set job priorities for yourself.

Expiring Tickets @

My Tickets on Map

Response Status

>

b

05/11/2020 11:59 PM

05/11/2020 11:59 PM

05/11/2020 11:59 PM

05{11/2020 11:59 PM

MYERS RD,
MYERS RD,

RT 55,
RT 55

MYERS RD,
MYERS RD,

RT 55,
RT 55

MYERS RD,
MYERS RO,

RT 55,
RT 55

MYERS RD,
MYERS RD,

RT 55,
RT 55

MYERS RD,

Plac

MNEVERSINK, 12765

MEVERSINEK, 12765

MEVERSINK, 12765

MEVERSINEK, 12765

TREMCHING

TRENCHING

TREMCHING

The Response Status tab allows you to get a quick view your tickets based on when the responses are due and how
many responses have been received from the notified utilities.

Response Status @&

b

b1

05/07/2020 05:00 AM

04/30/2020 10:33 AM

05/01/2020 10:12 AM

05/05/2020 05:00 At

05/04/2020 05:00 AM

0/s

0/6

0/5

0/14

0/3

39 HUSCHKE RD

217 RICHARD CT

11 LINDBERGH RD

RT 42,
RT 42,
RT 42,
RT 42

B3 N MAIM 5T

HURLEYVILLE, 12747

MOUNT IvY

STONY POINT

MONTICELLO, 12701

CASTILE

OIL TANK REMOVAL

SITE WORK LANDSCAPING

SITE WORK

PIPELINE INSTALL

INSTALL SEWER SERVICE

my.UDigNY.org :: Access. Information. Support.
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How to Utilize the Secondary Ticket Menu

Ticket Responses

Clicking on each individual ticket on this screen gives you

a detailed ticket view. Using the grey tabs at the top of the

ticket allows you to view:

The entire ticket with the map

Ticket text

Utilities notified
(The term Service Areas are the same
as Utilities Notified)

Responses received

Versions of the ticket

Contact; DON JOES
ar:  NYSEG

20050100021 vO Status Complete
| Agent: KAREN SMITH Function:  Damaged or Discovered Line
Taken:  05/01/202006:47 aM NOtfy Bye Manual
Ticket Text Service Areas Responses Deliveries Revisions
Contact Information
or 1D: 60866 mipany 10 D:; 15167
tact: DANNY DIGGER smpany: DSNY SAFE = DSNY SAFE
EXCAVATING EXCAVATING -
SYRACUSE
Company Type: CONTRACTOR Industry; GAS UTILITY
Address: 3890 SOUTH STREET RD, MARCELLUS, NY, 13108
Primary Phone: (123) 555-1234
Alterr ell: (123) 555-5678 Alternate
Emall: DDIGGER@SAFEEXCAVATING.COM Email NfA Exclude Email from Ticket
No No
(Excavator / Site Contact Information
Phone: {123) 5554321 Email: DI@SAFEEXCAVATIO

vk ELECTRIC SERVICE REPAIR
© MINI EXCAVATOR
ting being used? No

Dates

n

@

d Tirme: 05(01/2020 06:47 AM
stimated to be completed by: 05;’[)1}2[)20

@ Damaged or Discovered Line

£ Raynar Ave

iy Bl £66-00

o O] BRD1BE 3

i

" Locate Agaln

[ cancel

D Ccopy

Q Find by Ticket Number

Excavator Profile Map Help
)l o SR
Hero E

Fhysics Bidg

20
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How to Utilize the Secondary Ticket Menu

Searching for Tickets

If you have a specific Location Request you would like to view and you know the ticket number, use the Filter by Ticket
Number search box to locate the ticket.

To refresh your dashboard view or search for a new Location Request, click the Reset text to the right of the search box.

&

DANNY DIGGER. ©3
DANNYDTGGER |0 |9

Viewing dashboard for DONNA DIGGER
(®) My Tickats () My Dffice Tickets (T} My Company Tickets

Toam s P
Tickets @ B2 Net » 25
Expiring Tickets Q Filter by Ticket Number reset X _ — Results; 31
i Min 5 characters required i = —

My TicketsonMap |————————————————————————————————————————— &R 05/05/2020 07:00 AN DEHY SAFE EXEAVATING 20043000080
Response Statu . AVENUE & ROCHESTER INSTALL STEEWALK 04/30/2020 04:14 PA DSNY SAFE EXCAVATING 2004300007

4008 BUTTON A WARSAW REPAIR DRAINAGE 309090 04/30/2020 04:00 PA DENY SAFE EXCAVATING 20043000078

i 16 MUNGER 5T BERGEN BUILDING GARAGE i 05/05/2030 07:00 AM DENY SAFE EXCAVATING 20043000066

EBUEFALD 5T,

ERLKEALOVSE, CHURC 14428 GAS MAIN INSTA o5 a0 A i HCAVATING

RIDGEFIELD DR, HAURCHVILLE, S MAIN INSTALL 5/05/2020 0700 AM DENY SAFE EXCAVATT 20043000065

WASHINGTON 5T
BAKER 5T,

FFA
: :[U‘liiﬁl_g :.' CHURCHVILLE, 14428 GAS MAIN INSTALL 05{05/2020 07:00 AM DSNY SAFE EXCAVATING 20043000064
RIDGEFIELD DR
BIKE PATH,

RICHMOND AVE, GAS MAIN AND SERVICE

: , y

! A GHES A CHURCHVILLE s 173456 05U/ 2020 07:00 AM DENY SAFE EXCANATING 20040063
W BUFFALO 5T

E B3N MAN ST CASTILE INSTALL SEWER SERVICE 04/25/2020 03:52 PM DENY SAFE EXCANATING A004T0006H
E CHIPPEWA 5T BUFFALD, 14203 INSTALL GAS SERVICE 666 05422020 07:00 AM DSNY SAFE EXCAVATING 20042800023

iy 5 FARK RD CHURCHVILLE FOULDEMD DIGGEADANGER 05082020 7:00 AM DEAY SAFE EXCANATING 20042800022

- 102 BONMNIE BRAE AVE BRIGHTON TENT INSTALL 987 05/00/2020 07:00 AM DSNY SAFE EXCAVATING 200AZEINIZT

LR 102 BONMIE BRAE AVE BRIGHTON TENT INSTALL an? 04272020 07:00 AM DENY SAFE EXCAVATING 20113-000-028

B~ 5 PARK RD CHURCHVILLE POOLDEMO DIGGERDANGER 04/272020 0700 AM DSNY SAFE EXCAVATING 20113-000-027
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role ::

If you create your own Exactix account you will be
automatically entered into the Homeowner/DIYers—Single
Address Role. This role is intended for a Homeowner/DlYer
that places an occasional Location Request. To obtain
more permissions, contact the Dig Safely New York Web
Services Team.

Users in the Homeowner/DlYers—Single Address Role
have access to submit Regular/Legal Location Requests
with dig sites being at a Street/Address only.

Explanation of Role

Within the ticket dashboard, the Homeowner/DIYers—
Single Address Role gives users the permission to view all
Location Requests placed by that user, as well as view all
Automated Positive Responses (APR) for those Location
Requests.

Let’s take a visual look at how a user in the Homeowner/
DlYers—Single Address Role would submit a Regular/Legal
Location Request and utilize the ticket dashboard.

To start a new Location Request, click on the New button under your name in the upper right-hand corner of the dashboard.

| DANNY DIGGER

() wy Tickass [ show Complates Tickets

Tickets @ ARt by Ticket Nurriber

Results: 0
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Contact Information

After you select New, you will be brought to the Location Request creation screen. You will start with the Contact
Information section. Every web user will have contact information pre-populated into the section based on your account
profile information.

Contact fields for a Homeowner/DIYer differ from a Contractor/Excavator in this role. Note the blank field in the image
below. Registered Homeowner/DIYers will not have:

Excavator ID

Company ID

Office ID

Company Name

Office Name

The fields that are greyed out cannot be altered. If any of this information is incorrect, please contact Dig Safely New York’s
Web Services Team to update your contact information.

Fields that can be changed are not greyed out. These include Alternate Contact information and Email.

DANMNY DIGGER 2 2 &
ar ) Map Help
Contact Information
=& L] |19}
Company 1D Office ID B
Company Name Qifice Name E
State - @
M 1308
L
Hocheste: iy Saratagn
e Syfatuse Pnek Sprngs
suttily, @D
NEW, YORK |
Type ¥ Alternate Contact # Type T Alternste Contact # o ¥
Ermait o
KAREMSMITH@SAFETYMAIL.COM o ]
e i L } o
o
@
Information about your Preject
! arke
Xl ng L
What
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :

Alternate Contact

These fields can be populated with other means of
contacting you, such as a Cell, Email or Phone number.
Simply change the type of contact using the drop-down
options and type in the information, like a cell phone
number, that matches the type you have selected.

If you select a contact type and put in the respective
response, but change your mind and would like to leave
this field blank, use your keyboard to delete the number or
email you have inserted and also delete the type of contact
you have selected. Deleting the type of contact you have
selected by using your keyboard will change the field back
to “Type.”

Email

This field can also be changed to show another email
address that you would like to use for the purposes of that
specific Location Request.

Please Note: Both Dig Safely New York and locators
for underground facility owners/operators may use this
information to contact you with information, problems,
or questions. It is important that you keep your contact
information accurate and up to date.

Submitting a New Location Request

Cell [ternate Contact #

Email

Phone

Type Alternate Contact #

Cell v

Email

Email

| NSMITH@SAFEEXCAVATING.COM
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Excavator / Site Contact Information

There are two questions in this section for those users registered into the system as a Homeowner. These questions are

regarding who is doing the work.

Excavator [/ Site Contact Information

Are you doing the Work? v

Who is doing the work:

Are you Doing the Work

If you will be doing the work yourself as a homeowner,
please answer this question with the Yes option. By
answering yes, you are not required to answer the next
question and you can move to the “Information about your
Project” section of the Location Request form.

If you have hired a contractor to do this work, please
answer this question with the No option. Then, please
answer the following question, “Who is doing the work.”

Who is Doing the Work

This is a type ahead field. If you have hired a contractor to
do the work, begin typing the name of the company then
choose from the list provided.

If the name of the company you have hired is not on the
provided list, you can continue typing without selecting an
option to populate this field with the name of your hired
company or contractor.

Please note, if you have hired a contractor, that person or
company needs to place their own Location Request for
the jobsite, per New York State law.

_Excavator / Site Contact Information

Are you doing the Work? i

No

Excavator / Site Contact Information

Are you doing the Work? Yes -

Who is doing the work:

‘Excavator | Site Contact Information

Are you doing the Work? No

Who is doing the work:

26
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Roles and Permissions as an Exactix Web User

Submitting a New Location Request

Homeowner/DIYer—Single Address Role :

Information about your Project

Now, we move on to the Information about your Project section of the form. Here you will be asked specific questions
regarding your impending project.

Information about your Project
Is the dig area marked in white? Yes/No v
Any Explosives or Blasting being used? Blasting ki
What type of Equipment?
Any horizontal drilling or boring being done? Boring M
Depth of Excavation: Depth Units ~
Work Site Dimensions: Length: Length Units ~ Width: Width Units ~

Is the Dig Area Marked in White

Marking a jobsite in white using paint or flags allows a utility locator to easily identify areas that must be located for
underground utilities. Select from the options of Yes, No, or Unknown to answer this question. This information is passed
along to the utility companies so that their utility locators know what they are looking for on the jobsite. If the area is
marked in a color other than white, please answer this question with the No response and note in the comments field at the
bottom of the Location Request creation form that the area is marked in a specific color (i.e., work area is marked in black).

Any Explosives or Blasting being used
This is a yes/no question. If you plan to use any explosives, like dynamite, during your job, please select Yes.

Information about your Project

Is the dig area marked in white? ies
No
Any Explosives or Blasting being used? Unknown

ke
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role

What Type of Equipment

This question is asking what type of equipment will be
used to perform your job. For example, you can type in
hand tools, auger, or backhoe, in this field. Once you begin
typing, a list of possible matches will populate for you to
choose from. You can select the equipment from

the dropdown menu by clicking it or pressing enter/return
on your keyboard. You can enter more than one type of
equipment. You should include all equipment that will be
used for this job.

Any Horizontal Drilling or Boring being done

Directional drilling or boring is drilling into the ground to
create a horizontal hole without distributing the surface
of the ground. This technique is often used to install
underground utility lines without digging a trench.

This is a yes/no question. If you or your contractor will

be using equipment for directional drilling or boring on
your jobsite, please answer Yes to this question using the
dropdown options.

Depth

In this field, type in how deep you plan to dig for your
project. This should be a numeric answer. The unit
dropdown can be changed to reflect the unit of measure
that you need to indicate how deep you are digging. Unit
options include Feet, Inches, Yards, Miles and Meters.

If you are not certain of the depth you will be digging,
leave this blank.

If you type in a response and change your mind and would
like to leave this field blank, use your keyboard to delete
the number you have inserted and also the unit you have
selected. Deleting the unit you have selected using your
keyboard will change the field back to “Units”.

28 Exactix—Single Address Web User

Submitting a New Location Request

AIR COMPRESSOR

AIR KNIFE

ASPHALT RECLAIMER [ MILLING MACHINE
AUGER

BACKHOE

BOBCAT / SKID STEER

BORING MACHINE

BREAKFR

Any horizontal drilling or boring being done?

Yes L
No
»
Feet
Depth
Inches
length Units ¥ Width: Width  Yards
Miles
Meters
Homeowner/DlYers



Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :

Submitting a New Location Request

Work Site Dimensions

Similar to the depth, use the length and width fields to indicate the dimensions of your work area. This should be the
approximate size of the entire dig area, not just the size of the hole or trench you plan to dig. This should be a numeric
answer. The unit dropdown can be changed to reflect the unit of measure needed. Unit options include Feet, Inches,
Yards, Miles and Meters.

If you are not certain of the length or width of your work area, leave these fields blank.

If you type in a response and change your mind and would like to leave one or both of these fields blank, use your
keyboard to delete the number you have inserted and also the unit you have selected. Deleting the unit you have selected
using your keyboard will change the field back to “Units.”

Work Site Dimensions: Length: Length €e Width: Width Units ™
Inches
Yards
-ind Address of Dig Site e
Street Address: Meters reset
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Find Address of Dig Site

The next group of questions in the Location Request creation form are for the Dig Site area.

Find Address of Dig Site

Street Address: reset
City/Place, County, State:  Place County NY
Near Street: Nearest Intersecting Str...

Where on the lot will you be digging? Check all that apply:

[0 Entire Property [ Rear of Property

O Front of Property [0 Left Side of Property, as Facing
O Perimeter of Property O Right Side of Property, as Facing
O Work in Driveway Area O Include Street to Centerline

O Work in Sidewalk Area

* If additional locate instructions are necessary, type them in the comments below.

Are you working on both sides of street? Yes/No -

Are you working within 25ft of the edge of the street? Yes/No v

What type of digging work will be occurring at this address?

Type of Digging

When do you plan to start your work? 06/03/2020, 07:00 AM &

Estimated Work Complete Date: 06/03/2020 &

Location request expires if work does not start by: 06/17/2020

Please enter any additional comments you have about the work you are doing including any
necessary community gate codes or other access information:

4)

Comments
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Street Address

Enter the address where you will be digging. As you start typing in the address or street name, a list of potential matches
will appear in the dropdown, with the closest matches being at the top. Select the option in which your address is included
in the range, by using your mouse to click on the correct match. Note that the Place and County are also displayed with
the address and will be automatically populated in the following fields by selecting your address range.

Find Address of Dig Site

Street Address: 54 ED HILL RD reset
Flaece Street Address: 54 ED|
City/P|a ce, County, State: FREEVILLE 1-499 ED HILL RD, DRYDEN (TOMPKINS, NY) NY

i Aae ty S -
City/Place, County, State: 1-199 ED HILL RD, FREEVILLE {TOMPKINS, NY) o

1-299 EDS RD, ASHLAND (GREENE, NY)
0-599 ED HERMAN RD, SCHENEYUS {OTSEGO, MY)

Near Street:

Where on the lotwill you be ¢ o599 ED HERMAN RD, WFSTFORD (OTSFGO, NY)
ritire Brapart
L] Entire Property 1-508 ED WRIGHT RD, DELANCEY (DELAWARE, NY)
O Front of Property |cir
O Perimeter of Property |  1-599 EDWRIGHT RD, HAMDEN (DELAWARE, NY) 1,
[ Work in Driveway Area|  1-99 EDDY LN, EAST GREENBUSH (RENSSELAER, NY) &
O Work in Sidewalk Area | 1-99 EDDY LN, ORCHARD PARK (ERIE, NY}

*1f additional locate Instrl .99 EDDY PL HOOSICK FALLS (RENSSELAER, Ny)  Pe

Once you select your address, you will notice the map to the right of the Location Request creation form will change and
the address you have selected will be blue.

If you have made a mistake, and would like to start over again on the address selection, or need to change the address,
click the Reset text located next to the Street Address field.

Find Address of Dig Site

119 ED HILL RD reset
ity Stare: FREEVILLE TOMEKINS Y
Mear Str Nearpst [ntarsacting Strast

o IH B 661-L1

yourwork? 06/04/2020, 0700 AM

At 06/04/2020 &

yeatlon request explres if work does not start by 06/18/2020 n
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

City/Place, County, State s Couny

The City/Place, County and State fields will all be populated FREEVILLE TOMPKINS NY
based on your address selection. If your address was not
found, you will see a red error message that reads, “The
address you provided was not found.” You cannot place
a Location Request utilizing this online service if your
address is not found. If you attempt to type in an address
that is not found on the map and manually populate the
City/Place and County fields, you will still receive a warning N T S
error that states, “The address you provided was not et

ar

found,” u pon tryl ng Save/Continue. 1f you clck *Save & Call", you are NOT submitting a camplete location request. To complite your

lacation request, please call 811 or B00-962-1962 1o speak to a Dig Safely New York Web Services agent.

Warning!

The address you provided was not found.

Let themn koow you have an *Incomplete® lecation request started,

If you cannot locate your address using this form, please . . . .
call 811 to speak to a Damage Prevention Representative. LS Y Eni
The Damage Prevention Representative will assist in
finalizing a Location Request for your job.

Near Street

If your Street Address and Place was found, then a list Nearest Intersecting Street

of the Nearest Intersecting Streets will be displayed Near Street:

once you click in the field. These choices also display the CORT 105 431 FT
distance (in Feet) from the address of your dig site. Please ol e e —————lTTl
select the correct match from the dropdown list. Selecting r of
your Near Street will also change your map. Your Near HERMAN RD 437FT  I5ig

Street will be highlighted in red. You may have to use the
zoom out feature on the map to verify the location of your .
near street. Use the “ - ” icon on the left side of the map to - —
zoom out. You can use the “+” icon above it to zoom back d
into the property you have selected as your jobsite. |

Where on the lot will you be digging
(Check All That Apply)

Simply use your mouse to select where on the property you will be doing your work. If you are working on the entire
property, there is no need to select other options that include the property. You may opt to select, Include Street to
Centerline with the Entire Property option, though, depending on your project.

If additional locate instructions are necessary, use the Comments field at the bottom of the form.

Where on the lot will you be digging? Check all that apply:

O Entire Property O Rear of Property

O Front of Property O Left Side of Property, as Facing
O Perimeter of Property O Right Side of Property, as Facing
O work in Driveway Area O Include Street to Centerline

O work in Sidewalk Area

* If additional locate instructions are necessary, type them in the comments below.
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role Submitting a New Location Request

Are you Working on Both Sides of the Street

The “both sides of the street” question directly impacts the mapping and utilities notified. Select the dropdown to click,
Yes, No, or Unknown. If you select Yes or Unknown, you will notice the highlighted blue dig site area on the map (to the
right of the Location Request creation form) will increase in size to account for the work on both sides of the street.

Are you working within 25ft of the street

Your answer to this question will notify impacted utilities if your work is being performed within 25 feet of the street.
Select the dropdown to click, Yes, No, or Unknown to answer this question.

Are you working on both sides of street? =
No

Are you working within 25ft of the edge of the street? Unknown

What Type of Digging will be Occurring at this Address

This question allows you to inform the utility companies of the type of work you will be preforming. Examples include, but
are not limited to, installing a fence, installing a driveway, replacing a mailbox, basement waterproofing, ditching, etc. In this
field you can either select from the dropdown the type of work you are doing, or you can enter a type that is not listed. You
can access the dropdown list by either clicking in the box, or by typing in the first few letters of the work type you are doing.
Make sure you select the offered type of work by clicking on your selection or pressing enter/return on your keyboard.

What type of digging work will be occurring at this address?

Type of Digging

What type of digging work will be occurring at this address?
Type of Digging

ADDITION

ARCHAEOLOGICAL SURVEY ), 07:00 AM
BASEMENT WATERPROOFING

BORING

BUBBLER REPAIR

BUILD BIKE TRAIL | 06/18/202
BUILD RETAINING WALL bout the wol
BUILDING GARAGE

BURY MAIN CABLE

BURY SERVICE CABLE

CABLE REPAIR

represent tr
CORROSION WORK
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role

Work Start Date and Time

By law, Member Utilities have at least two (2) full
working/business days to reply to your Location Request.
Therefore, your work start date/time is automatically filled
to the first legal start date possible based on the date you
are filling out your Location Request. Please note, holidays
and weekends are not included in the working/business
day calculation and therefore may impact your first legal
start date. To change your work start date, click on the
calendar icon and click on the date you plan to start your
work.

By law, your start date must be within ten (10) working/
business days of when you place your Location Request.

The form will not allow you to select a date outside of

this range. Your available date options will be black in
color. Unavailable dates will be greyed out. If you need

to change the start time of your planned work, within the
calendar icon, use the arrows located above and below the
designated time to change the time forward or backward.

Estimated Work Complete Date

In this field you will identify the date that you think your
work will be completed. This date will be automatically
populated with your selected work start date. If you want
to change your estimated work completion date and/or
time, click the calendar icon and click on the appropriate
date. Use the arrows located by the month at the top of the
calendar to view more future dates.

Location Request Expires if Work does not Start By

Because utility markings can deteriorate/fade over time,
your Location Request will have an expiration date if
work is not started. You cannot alter this date in the form
because it is based on your selected work start date/time.
If you do not begin your work by the expiration

date indicated in this field, you will need to submit a

new Location Request.

34

Exactix—Single Address Web User

Submitting a New Location Request

When do you plan to start your work? 06/03/2020, 07:00 AM &8

e,

5/03!'m*)n N7:NnN AN 55

Jun 2020 = >

[07] : [00] [am]

Cancel Set

Estimated Work Complete Date: 06/03/2020 &

Location request expires if work does not start by: 06/17/2020

Homeowner/DlYers



Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Comments

The Comments field is used to place any additional information or instructions to be sent on to the Member Utilities.
For example, “A map is available to locators upon request.” Or, “This is a gated community. The gate code to access the
property is 0000.”

Please enter any additional comments you have about the work you are doing including any
necessary community gate codes or other access information:

4)

Comments
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role Submitting a New Location Request

The last question on the form requires you to verify that your map matches your dig site.

Does the blue shaded area on the map accurately represent the exact location of the dig site address provided?

Review your map to the right of the Location Request creation form. If your map accurately matches the location
information you have entered into the form, answer this question using the Yes option in the dropdown.

e

DANNY BDIGGER =2

MY ED HILL RD

FREEVILLE TOMPKINS NY

oooog

1) D6{04/2020, 67:00 AM B8

Does the blue shaded area on the map accurately represent the exact .,/ v
location of the dig site address provided?

Xac Yes

No

Should you select No, that the blue shaded area does not 8
cover your dig site, you will see the following warning pop % Warning!

up on your screen. You can go back to the ticket to make
corrections to the dig site location by clicking the Go Back
button at the bottom of the pop-up. You can also choose to
save the Location Request as is and call 811 to speak to a
Dig Safely New York Damage Prevention Representative,
who will assist you in finalizing your request.

Missing or invalid information was found.

It you click "Go Back" you will be able to make corrections/changes to the ticket and
map. Please use the "Help” tab on the right side of the screen for assistance,

Qr

If you click "Save & Call", you are NOT submitting a complete location request. To
complete your location request, please call 811 or B00-962-7962 to speak ta a Dig
Safely New York Web Services agent. Let them know you have an "Incomplete”
location request started,

& GoBack | + Save&cal
BPRCRI iz gy o T R O l
-

ad e
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Completing your Location Request
Once you have verified that all the information is correct, as well as the dig site mapping, you can click the Save/Continue
button at the bottom of the form/screen.

If at any time before you save your ticket you want to cancel the request, then click on the Discard button at the bottom
of the form/screen.

DANNY DIGGER &= &

ind Address of Dig Site

m
=
K
||
B
(™ |

LA + |
_ - |
ply:
O e
O ief g
(! ng
D Ir =
hem 1 5 -
=)
£
When do you plan to start your work? 06/04/2020, 07:.00 AM &
smplete Date: 06/04/2020 &
k does not seart by 06/18/2020
5 . atout the work you are doin 1 ncluding any necessary communit at
v/ Save/Continue B Discard (]
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Verify Location
Once you click on the Save/Continue button, you will be taken to the Verify Location screen. Please review the information
on this page and click on the Above Information is Correct button at the bottom. If you need to make corrections, you

can click on the Back to Ticket button.

Verify Location

Excavator { Site Contact Information = et
Job ID: CUSTOM FIELD Wheo are you working for: DIG SAFELY NEW B Eﬂ\.‘ﬂ
YORK CALL - &10) @
CENTER d
mer
. Y R
Work Type = _ IR
_— 1

What type of Work: TNSTALL FENCE
Type of Equipment: HAND TOOLS, AUGER, POST HOLE DIGGER
arlzontal drilling ar boring being done? No

Y e T — \
Ay &')::PQ?; collarme! R

Any blasting or explosives being used? No v

Dates
Work Start Date and Time: 06/08/2020 7:00 Estimated Work Complete Date; 06/12/202C |
A | e
Location request expires if work does not start by: 06/22/2020 | 6706 | R
Priority/Ticket Type: Regular 6700

Dig Site Type: StreetfAddress
State: NY County: ONONDAGA Place: DEWITT | |
{ Address: 6706 COLLAMER RD |
Nearesl Intersecting Street; BRITTONFIELD ——
PRWY ——

Additional Work Information

u working on bath sides of the street? No

king n 25ft of the ed the street? Yes
on site marked in white? Yes u
Locate Instructions: FRONT OF PROPERTY -
® Back to Ticket { " Above Information is Correct !
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :

Confirm Affected Utilities

Submitting a New Location Request

Once you have verified the information is correct, you will go to the Confirm Affected Utilities screen. This screen will list the
Member Utilities that will be notified regarding your Location Request.

To finalize your submission, click on the Submit Request button on the bottom.

Confirm Affected Utilities

Dig Safely New York will be notifying:

Utility Owner Name
DIG SAFELY MEW YORK | CALL CENTER

ELANTIC TELECOM INC

LEVEL 3 COMMUNICATICONS
LIGHTOWER FIBER TECHNOLOGIES
NATICNAL GRID / CENTRAL / ELECTRIC
MNATIOMAL GRID | CENTRAL | GAS

NYS DOT SYRACUSE REGIONM 3
OMEIDA COUNTY RURAL TELEPHONE
OMNONDAGA COUNTY DEPT OF WTR
ENVIRONMENT PROTECTI

CMNONDAGA COUNTY WATER AUTHORITY

TIME WARMER CABLE | SYRACUSE
TOWN OF DEWITT
VERIZON SYRACUSE

will be

Need to Review your Ticket?

If you want to review the ticket information again before
sending your request, you can click on the Back button.
This will take you back to the main screen where you can
revise your Location Request if necessary. When you are

Type

ELECTRIC, FIBER, SANITARY SEWER, STORM
SEWER

FIBER

FIBER

FIBER

ELECTRIC

GAS

TRAFFIC SIGNALS

FIBER, TELEPHONE
DRAINAGE, SANITARY SEWER

WATER

CATV, FIBER
WATER

FIBER, TELEPHONE

Main Phone Number
(315) 415-2969

(200) 289-1901

(877) 366-8344 x3
(801) 364-1063

(866) 507-3010 x3
(866) 507-3010 %3
{315) 455-6312
}
1

(315) B65-5201 %3216
(315) 435-3157

(215) 455-7061 %3122
(800) 262-8600
(315) 446-3734 x158
(855) 226-9564

wia email and .mag'-aisoabﬁhmtmd‘by"!ogg\ing"mm.Emct'rx usingyaunhéemam‘-an&?asgwmﬂz

confin \ et number along

[ © Back|

+/ Submit Request

+/ Submit Request

ready to submit, then click on the Submit Request button.

ML A

Bsias W
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Location Request Confirmation

After clicking on the Send Ticket button, the following screen will appear that confirms your ticket has been saved and

provides you with:
m  Your Ticket Number
= A copy of your mapped dig site
m The affected utilities list

This screen also gives you the option to:

= Review the Next Steps in the Location Request/811 One-Call Process

m  Print/Download the Next Steps
m Create Another Location Request
|

Exit the screen

LOCATION REQUEST CONFIRMATION

Thank you for contacting Dig Safely New York, Inc.

Below is a copy of your map created using the Exactix web submission option and the list of utilities being notified.

Your Ticket Number is 06010-000-004

L]i #1014

Service Areas

DIG SAFELY NEW YORK | CALL CENTER

DIG SAFELY MY

ELANTIC TELECOM INC

ELANTIC TEFLECOM

LEVEL 3 COMMUNTICATIONS
LEVEL 3 €0

COMMUN

LIGHTOWER FIBER TECHNOLOGIES
LIGHTOWER FIBER TECH

MATIOMAL GRID ( CENTRAL / ELECTRIC
AT GRID | CENTRAL | FLECTRIC

MATTOMNAL GRID f CENTRAL [ GAS

NAT GRID | CENTRAL | GAS

MNYS DOT SYRACUSE REGION 3
MWYSDOT TFC SYR

OMNONDAGA COUNTY WATER AUTHORITY
A

OMEIDA COUNTY RURAL TELEFHOME

NOW LET'S REVIEW THE NEXT STEPS.

,;nnt'ngnrgfa_tgp'g > J

& Print/Download Steps

4+ Create Another Locate Request

& No, Thank you

40 Exactix—Single Address Web User :: Homeowner/DIYers



Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

Review the Next Steps LOCATION REQUEST CONFIRMATION - NEXT STEPS.

Your Ticket Number is 06010-000-004

The Homeowner/DIYers—Single Address Role gives users
educational tips and information regarding the steps of
the One-Call Notification process after Location Request
submission. These steps outline information regarding:

STEF 1: PROPERTY ACCESS

Besing on site

016 T 8 i o o 10 B i SR Browvisnr, fnase e Sue 1 Sollow wtis 2.3 T apodicabi.

Peta

Fmrvn o sy st and ot pat. fver o e losk frasnty, boaiars may ok o the
yard.

Gabe codes

It AL iy, de.

Lecked gutes
Makn mare gatws avw unioched.

Property access

When a person can dig
Utility responses R e i
What utilities will be marked NOW LET'S REVIEW THE NEXT STEPS. < et o e I i

Private utilities

LOCATION REQUEST CONFIRMATION - NEXT STEPS

What to do if Utilities have not responded
Important reminders to dig safely

STEP 3: WHEN CAN 1 DIG?
Vo o by gt e yuu Haves <l ol utilbes nctified oty fob ali bt S stk
an i b 2] s Es s s e passesd

The importance of the ticket number
Making edits to a submitted Location Request
What to do if your markings are not visible

How to report damages

What to do if there is a gas leak

NOW LET'S REVIEW THE NEXT STEPS. € ‘oo

LOCATION REQUEST CONFIRMATION - NEXT STEPS

¥our Ticket Number is 06010-000-004

STEP 7: 1 NEED TO CHANGE SOMETHING ON MY LOCATION REQUEST |
MY MARKINGS ARE NO LONGER WISISLE

T mahe 4 correctinn B i Loration Segant or et arcther cste, plaass conteet D Safe e York's
ontact cemer by aling 411 yeur Loc 3 svatalshe foe the Damage
Frevention fiepresenates o best sty

o0 glan 1o p

vt Sers . Thy can
orm——— e Location Raguests, view w0ty
swsraes, ik et s waietiog Lcatior, Rayusats, by st ri ke o e ke,

NOW LET'S REVIEW THE NEXT STEPS.

LOCATION REQUEST CONFIRMATION - NEXT STEPS

‘Your Ticket Number is 06010-000-004

STEP 10: WHAT TO DO IF THERE IS A GAS LEAK?
Whist i s I shera's 4 gas lmak?

o 100 kv sk, el iatety e, M v o e
ik

& [ ret i Wt apgia

e ghty i or B e e any checion et Feid ganerate A Sk
e, you e Screrity on a baeeine, o nk hang o

o
= L2 et st sy £ pechinised squpment

# Cortact the gas company divectly 10 FEpart e leak.
il a s Tiean the gt 5 iy of an RRgeRCY
rewponder sy # i ante 1o retrn
» Warm others o stay meay fram the aran

Cheh I A BTN 20 CORNIG PG Steg L

NOW LET'S REVIEW THE MEXT STEPS. ¢ mne [QELT| b Ot e Pl
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Homeowner/DIYer—Single Address Role :: Submitting a New Location Request

To scroll through the steps, click the Next button on the bottom of the screen. At any time, you can click on the Back
button to review the previous step/information, click on the Print/Download Steps button to generate a PDF of the steps,
click on the Create Another Locate Request button to start a new ticket, or the No, Thank You button to exit the screen.

LOCATION REQUEST CONFIRMATION - NEXT STEPS

Your Ticket Number is 06010-000-004

STEP 8: IMPORTANT REMINDER FOR A SAFE JOB SITE

1. The colors of the markings on the ground represent the type of utility.

2. You want to verify that the responzes from the member utilities match what you sce on your job sita.
For example, if the clectric comparny has responded that they have marked your location, you should
see red paint and/or flags in your area to designate the location of the underground line.

3. Identify the Tolarance Zone. The Tolerance Zone is the diameter of the buried facility, plus two feet on
aither side of the designated center line. If the dismeter is unknown, the Tolerance Zone is just twa feet
ah each side of the designated center line.

Tt s vital that you hand expose the utility it falls within your intended work area to verily the location of
wnderground linss, This s Tor your safely, Dig carelully near them and do not assume the depth and ron of
the line,

il ol la o B T ki sid dil

NOW LET'S REVIEW THE NEXT STEPS.

Previous [. ext » &+ Print/Download Steps + Create Another Locale Request

® No, Thank you

| e
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role

Submitting a New Location Request

The Print/Download Steps button generates a printer-friendly PDF of the next steps and also includes your ticket number

and affected utilities list.

s Print/Download Steps

Callgnt

LOCATION REQUEST CONFIR!

Thank you for co
Below is a copy g

Your Ticket

LOCATION REQUEST CONFIRMATION
Thank you for contacting Dig Safely Naw York, Inc.

Eeiow is the £t of ubles for your locate request created usng he Exactis weh
P

ShBLON

Your Ticket Number is:

06010-000-024

Code

DIG SAFELY NEW YORK | CALL CENTER
ELANTIC TELECOM INC

LEVEL 3 COMMUNICATIONS

LIGHTOWER FIBER TECHNOLDGIES
MATIONAL GRID f CENTRAL / ELECTRIC
MATEONAL GRID S CENTRAL | GAS

WS DOT SYRACLUSE REGIDN 3
ORONDAGA COUNTY WATER AUTHORITY
ONEIDA COUNTY RURAL TELEPHONE

DI SAFELY NY

ELANTIC TELECOM

LEVEL 3 COMMUN

LIGHTOWER FIBER TECH

NAT GRE S CENTRAL | ELECTRIC
NAT GRID / CENTRAL / GAS
NYSDOT TFG 5YR

OCWA

ONEIDA RURAM TELE

ONONDAGA COUNTY DEPT OF WTR ENVIRONMENT PROTECT! CMON CTY DPFT WTR BNV
TIME WARNER CABLE | SYRACUSE TWCBL-SYRACUSE
TOMMN OF DEWITT TN DEVATT

VERIZON SYRACUSE VERIZON SYRACUSE

NOW LET'S REVIEW THE NEXT STEPS.

STEP 1: PROPERTY ACCESS
0 Baing an site: 1 s et 3 rcurement for you ko be on st howsysr, gleses be surs 1o
falow steps 2-4 H applicable.

Pata: Rernave andior aately contain dogs and offer pets. Even If & pet lacks tiandly,
focaters may net eer S yard

Gatn codes: ¥ you are working in 3 gated comeunity, provide the gate code,
Locked gates: Make sure gales are unkcked

NOW LET'S REVI & | No, Thank you

More Locates?

If you have more locates to enter, then you can click on the + Create Another Locate Request

Create Another Locate Request button.

If you are done, then click on the No, Thank You button
and you will be taken back to a screen displaying the last
Location Request you entered.

® No, Thank you
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role :

Utilizing the Ticket Dashboard

As a web user in the Homeowner/DIYers—Single Address Role, your ticket dashboard allows you to view tickets you have
submitted and tickets assigned to you. This means that if someone selects you as a Field Contact, you will be able to view
this ticket and its respective utility responses.

@ | DANNY DIGGER New List

&) My Tickets [ Show Completed Tickets

Tickets @ m 25 -
Expiring Tickets _ ) i ) Results: 8

6706 COLLAMER RD DEWITT LANDSCAPTNG 1234 06/04/2020 07.00 AM DSNY SAFE EXCAVATING 06010-000-024

706 COLLAMER RD DEWITT INSTALL FENCE CUSTOM FIELD 06/DE[2020 07:00 AM DENY SAFE EXCAVATING 06010-000-004

6706 COLLAMER RD DEWITT LANDECAPING m 06,/04/2020 07:00 AW DENY SAFE EXCAVATING 05290-000-018

. 6706 COLLAMER RD DEWITT ADDITION 1234ABCD 06/05/2020 07:00 AM DENY SAFE EXCAVATING 05290-000-013

' 5706 COLLAMER RD DEWITT BUILDING GARAGE 123ABC 06052020 07:00 AM DSNY SAFE EXCAVATING 05290-000-011

i 6706 COLLAMER RD DEWITT BUILD BIKE TRAIL 05/26/2020 07:00 AM DSNY SAFE EXCAVATING 05220-000-080

5681 COLLAMER RD PEWIT INSTALL PARKING LOT 1234ABC 06/07/2020 47:00 AM DSNY SAFE EXCAVATING 05270-000-010

i 6706 COLLAMER RD DEWITT BUILD BIKE TRATL 05/26(2020 07:00 AM DSNY SAFE EXCAVATING 05220-000-0E0

You also have the secondary ticket menu on the left-hand
side of the ticket dashboard screen, in which you can use (®) My Tickets [J Show Completed Tickets
to filter your tickets. Here, you can click to view:

Tickets @ QFilter by Ticket Nur
m  All tickets from the past 60 days *Past 60 days Min 5 characters require
m Tickets close to expiring Expiring Tickets

m Tickets on a map (using your current location) *In the next 5 days e

® Response status of tickets My Tickets on Map RS 11 OVERB

Response Status N 6706 COLL

t A 6706 COLL

HIE 6706 COLL

NENMAN
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Homeowner/DIYer—Single Address Role Utilizing the Ticket Dashboard

Clicking the three dots next to a ticket gives you the option DRIT TUNFIELD FIRVY
to quickly view certain aspects as well as take a few quick
actions on that ticket. COLLAMER RD'

For those tickets in your dashboard, you can use the

three-dot menu to: View Ticket
View the Ticket
View the Utility Responses
Mark your work as completed E V| aew Res pO nses
Print the Ticket Text

v Work Completed

& Print Text

Clicking the View Ticket option in the three-dot menu will
take you to the full ticket that was submitted.

T 8

DANNY DIGGER =

% | 06010-000-024 v0 Complete Mew List | Dashboard
DANNY DIGGER Function,  New
06,/01/2020 03:44 PM atify By: _Parcel
Ticket Text Service Areas Respanses Revisions v % End hy Ticket Hurm,
Na Help
Contact Information
0 73178 Company (D: 154991 o100 17116 Q] L i [#19]4]
AMNNY DIGGER Mpar DSNY SAFE EXCAVATING SYRACUSE OFFICE t
ype: CONTRACTOR Inciusery: ENVIRONMENTAL CLEAN-UP i E |
6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA = s :
Phone: [315) 437-7394 a i
& Phone: (555) 555-5555 Mternate Eral: DONNA@SAFETYNET.COM
DOIGGER@SAFEEXCAVATING.COM
Excavator [ Site Contact Informatior
11401 JOHN DOE Plhone (3333333333 Foal geigerrockon@gmail.com
7 HOMEOWNER
nformation about your Projec
Yes
No
eing dane? No
3 Fest
it 6 Feet Wicth: 6 Feat
Fi )
ess; 6706 COLLAMER RD
ounty, State DE WITT, ONONDAGA, NY
. BRITTONFIELD PKWY
the ot wall you be digoing? WORK IN DRIVEWAY AREA
Mo
No
curring at thi LANDSCAPING B
1 0B/04/2020 07:00 AM
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Roles and Permissions as an Exactix Web User

Homeowner/DIYer—Single Address Role Utilizing the Ticket Dashboard

Clicking View Responses in the three-dot menu will pop up a new window over your dashboard to display that ticket’s
responses.

Remember, the term Service Area is the same as Utilities Notified.

In this window, you can see which utilities were notified, what their response is, and any comments left during their
responses. If a utility has yet to respond, their row will be highlighted in yellow.

Responses for Ticket 20142-000-016

(8] Current{Most Recent Response for each Sanvice Area () Show all Responses and Ticket Events

Service Area Bespanse

BUCKEYE PIPELINE COMPANY

DG SAFELY NEW YORK | CALL CENTER
Euh!nc TELECOM INC

Gﬂ.s SV.ICUEE NEEE’\“UN e

LML.J COMMUNICATIONS
UEH“?’NL:{ Fl*.F TECHNOLOGIES
NATICAIAL GAIE | CINTRAL | LEETR
NATIGHAL GRIE | CENTRAL | G5

NYS DOT SYRALLISE REGION 3

NYS THRUWAY Af.IYHolIT\‘ | SYRACUSE

CMEIDA COUSTY ALIRAL TELEFHONE

UNTY DEFT OF FROTECTI
CRONDAGA COUNTY WATER ALTHORITY

TIME WARNER CABILE | SYRACUSE

TOWNE OF DEWITT

VERIZON SYRACUSE

No Respanse Posted - Excavatar must check job site for marks

By default, you are viewing the current/most recent Responses for Ticket 20142-000-016
response for eaCh SerVice Area- You Can Choose to Show o Cu‘.’r&n[,l’MMl Recent Respr_\nse tar each Service Area (®) Show all Re‘ﬁpnmei and Ticket Events
all responses and ticket events at the tOp of the window. Fier: (@) show Al (16) () current ony(16) () No Response {16] @ show events (5)
This will generate an audit list on the ticket and responses. Sk Bt Sy PR
Event 05/Z1/202012:21 PM Version: 0 New ticket saved with status Suspended and ticket type Reg
You will see: Event 05/21/202012:31 PM Version: 0 Ticket marked as Complete
Event 05/21/2020 12:32 PM Version: 0 Ticket marked as Not Compleng
When the ticket was created o Response, BUCKEVE PIPELINE COMPANY
Current ILITEFYP
Any neW VerS|0nS Created 2:13::?0“5&' DIG .S.f\FEL\' NEW YORK | CALL CENTER
When responses were viewed i ol Pk O NG
When utilities entered responses P s
A d Mo Response, LEVEL 3 COMMUNICATIONS
nd more Current
No Response, LIGHTOWER FIBER TECHNOLOGIES
Current e i
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Homeowner/DIYer—Single Address Role :

Utilizing the Ticket Dashboard

Clicking the Work Completed option in the three-dot menu
allows you to remove a ticket from your dashboard.
By clicking this, you are stating that you have completed

)
NNY DIGGER

@ |pa

the work on this Location Request. To add tickets that you (@ My Tickets [ Show Completed Tickets
have marked as Work Completed back to your dashboard - )
view, click on the Show Completed Tickets checkbox i Fier by Ticket Number  feset
abOVe yOUI’ t|Cket ||St Expiring.'[]mket . BRITTONFIELD PKW‘I": L
LIRSS : COLLAMER RD, b
If you accidentally mark a ticket as Work Completed, My Tickets on | wTT
f|nd the t|Cket by CIiCking the ShOW Completed Tickets Response Stati View Ticket WITT
checkbox to bring all your tickets back to your dashboard :
view. Then, click on the three-dot menu for that ticket and B View Responses P
click, Work Not Completed. Now your ticket will remain in
your dashboard. v Work Completed
& Print Text
5) My Tickets ¥ show Completed Tickets
Tickets @ C\I’i.ll(-:'r by Ticket Number reset
Expiring Tickets T T emmm o Work Type ob Number Work Start Dad
S : BRITTONFIELD PK\
Y TICkets on Map : ADDITION 123ABC 05/27/2020 07:00
Response Status COLLAMER RD'
View Ticket

B View Responses

v Work Not Completed

& Print Text
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Homeowner/DIYer—Single Address Role Utilizing the Ticket Dashboard

Clicking on the Print Text option in the three-dot menu will generate a print window with that ticket text. Ticket text is a
consolidated version of the Location Request form you completed. It does not include the map. When this window is
generated, you can choose to change the destination of the print device. This allows you to select Save as PDF
instead of sending the document to a printer.

S

1! DANNYDIGGFR @ 2 &
ANNY DIGGER

a1 My Tickets O sh

Tickets @

Results: &

06010-000-024

06010-000-004

05250-000-018

05250-000-013

05250-000-011

05220-000-080

05270-000-010

05220-000-080
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