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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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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 Excavator, the Member Utility, and the
One-Call Center.

The purpose of this guide is to outline how an Excavator 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 www.Exactix.DigSafelyNewYork.com

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

Searching for a ticket? Search here

Announcements

exactixX
Username

Password

Sign In

Mo account? Sign up

Reset/Forgot

—or sign in with—

Pas

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.

After clicking Sign Up, your screen will change to the New
User Registration page. This page is used to create new
accounts in the Exactix software for an Excavator or a
Homeowner.

Following the steps to create an account.

New User Registration

Please follow the steps to create a log
Signup

You will get an email at the address provided for verificat

Email Address

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

Back to Login screen

in.

ion,

Confirm Email Address

Username
First Name
Last Name
Passward requirements:
- Must be atleast 6 characters
Password =
Confirm Password w

Submit

Already have a login? cli

Complete Exactix Guid
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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.

Read the email and write down or copy the code.

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.

After you enter your code, click the Confirm button.

Next, verify your information once more by typing in your
first name, last name, email address, and phone number
into the fields on the screen. This information will help
simplify the Location Request submission process and
be prepopulated into the contact information fields on the
Location Request creation form within the system.

Once you have completed that, click the green Next text,
located under the phone number field.

10

Your code is: 187923

This code is only valid for 24 hours.

moniored

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

¢ Confirm

New User Registration

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

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

First Name *

JANE

Last Name *

DOE
MARKETING@UFPO,0RG

(315) 437-7394 x x %

&

© Account type:

Complete Exactix Guide :: External Users



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.

If you choose Excavator, you will be asked to find your
Company so that the system can associate your account
with your Company. You can find your Company using
the Company ID number, a previous ticket number and
phone number associated with the ticket, or select that
your Company has never created a ticket and input all the
Company information yourself.

If you have entered the Company ID or a previous ticket
number, the Company match will appear for you to select.

If you select the third option, that your Company has
never created a ticket, a new series of questions will
appear for you to answer. These include the Company
Name, Company Type (this is a dropdown selection with
the options of Contractor or Member), and the address
of the Company.

When you are done, click the green Next text.

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,

° Your infarmation

o Account type:

Please select an account type:

Excavato Homeowner

Back

New User Registration Back to Login screen

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

o Your information
o Account type: You chose Excavator

e Excavator Search By

How would you like to find your Company?

Company 1D Previous Ticket My Company has never created a ticket

Back

o Excavator Review

o New Company
Please enter your company name and an address
Company Name *
What type of company are you?

Company Type *

Addressi *

Address2

City * State * Zip *

County

Back

my.UDigNY.org :: Access. Information. Support.
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How to Register for an Exactix Account

Creating a new account

If you choose the Homeowner option for your account
type, you will be asked to provide your home address,
including the County.

Then, you will be asked if you have any previous tickets.
If you do, enter the ticket number and the phone number
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
submitted information. If you need to edit any of the
information, click the Back text at the bottom for the form.
If the information is correct, click the green Submit text at
the bottom of the form.

After clicking Submit, 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.

9 Excavator Review

Please review the summary of the information below. If it is correct, click
'Submit' to finish registration.

One Call Center: DIG SAFELY NEW YORK

First name: JANE

Last name: DOE

Email address: MARKETING@UFPQ.ORG

Pho~e number: (315) 437-7394

Eaacm ooraaw TV as FEM e (RS

Excavator address: 6706 COLLAMER ROAD
EAST SYRACUSE, NY 130°7
A Ay

Back Spmit

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

s o b o e gk i e

12
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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 as a member utility, 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.

istration for Dig Safely New York

This system does not support Internet Explar:
pcurity and feature wpdate

Create Login

Using the email address
contests@digsafelynewyork.com.

Userna
contests@digsafelynewyork.com

FLEASE BE AOVISED THES 15 NOIT A LIVE SYSTEM, ALL TICKETS ENTERED 0N THIS SITE ARE FOR TRAINING DR TETTING PURPOSES OWLY,

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

= Must be at least 6 characters

=

Already have a login?

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

my.UDigNY.org :: Access. Information. Support. 15



How to Use and Navigate Your Dashboard

Dashboard icons and what they do

OR 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,

C o

@& exactix.digsafelynewyork.com

Dig, Safely. New Yark

CaIIB_T.l_

before youdig

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.

5

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.

16
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How to Use and Navigate Your Dashboard

The Ticket Menu

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

DAKNMNY DICCER
Toema per Farge
Bz vew s 2 -
Results: 31
786 MORRIS PARK HRONX ASPHALT RERAIR 05705/ 2020 67:00 AM SHY SAFE EXCAVATING 043000080
i AWENLIE A, ROCHESTER IMSTALL SIDEWALK 04/30/2020 04:14 PM DSNY SAFE EXCAVATING 2004300007%
4008 DUTTON RO WAREAW REPAIR DRAINAGE 090 030/2020 (4:09 PI DS SAFE EXCAVATING 43000078
2 14 MUNGER ST RERGEN BUILDING GARAGE nnm 5052000 07.00 AN DENY SAFE EXCAVATING HLFON00EE
E BUFFALD 5T,
¥ E BUFFALD 5T, ¢
L RIDGEFIELD D, HURCHVILLE, 14428 GRS MAIN INSTALL O5/05/2020 17:00 At S SAFE EXCAVATING 0043000065
WASHINGTON 5T
HAKER ST,
£ BUFFALD 5T,
| £ BUEEALD €T, CHURCHVILLE, 14428 GAS MAIM INSTALL 05/05/2020 07.00 AM DSNY SAFE EXCAVATING 20043000064
REDGEFIELD DR
HIKE PATH,
RICHMOND AVE, . GAS MATN AND SERVICE
RICHMOND E. CHURCHVILLE iz 123456 05/05/2020 67:00 AM SN SAFE EXCAVATING 0043000063
W BLFFALD 5T
i 3N MAIN 5T CASTILE NSTALL SEWER SERVICE O4/29{2020 0352 PI OIS SAFE ENCAVATING 004ZI00068
E £ CHIPREWA 5T BUFFALD, 14203 INSTALL GAS SERVICE ] 051 2/2020 67:00 At SN SAFE EXCAVATING 20042600023
i 5 PARK D CHURCHVILLE PODL DEMO DIGGERDANGER O5/01/2020 6700 AM DISNY SAFE EXCAVATING T004ZED0027
iR 102 BONNIE BRAE AVE BRIGHTON TENT INSTALL a7 05701/2020 0700 AW DSNY SAFE EXCAVATING O04ZEO0021
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.

| i L ol

DARNNY DIGGER

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

The Dashboard button will bring you back to your ticket
dashboard screen view.

|71 Dashbo

my.UDigNY.org :: Access. Information. Support. 17



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.

Dig , Safely. Ne K

Cali811

bhefore youdig

Viewing dashboard for DONNA DIGGER -
(®) My Tickets (O My Office Tickets () My Company Tickets
1 Q Filter by Ticket Niimhber r
You also have a secondary ticket menu on the left-hand . I
side on this ticket dashboard screen, in which you can i
use to filter your tickets, or the tickets of your Office and/or TI C kets
Company (based on permissions). *Past 60 days
Here, you can click to view: L. .
Tickets from the past 60 days EXpI Il ng 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 M y TI C kets on M 2 p
We will review how you can interact with each of these
filtered views later in this guide. Res ponse Status

18 Complete Exactix Guide :: External Users
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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,

DANNY DIGGER  ©1

6 Heras | DANNY DIGGER dew [ e[ ipashto:

Tickets W &
Results: 31
*
Past 60 da ¥o ASEMALT REPAIR 05/058/2020 07:00 AR DSNY SAFE EXCAVATING 0043000080
F U & INSTALL SIDEWALK 04/30/2020 04:14 M DSNY SAFE BACAVATING 430007
E X p | rl n g Tl C ketS RERAIR ORAINAGE 508090 043202020 04:05 b DSNY SAFE ECAVATING 20043000078
*In the next 5 d ays BUILDING GARAGE 1 05/052020 07:00 AM DSNY SAFE EXCAVATING 0043000066

My Tickets on Map

The secondary ticket menu on the left-hand side on the
Res ponse Status ticket dashboard screen allows you to filter your tickets,
or the tickets of your office and/or company (based on
permissions). Here, you can click to view:

m  All tickets from the past 60 days
Expiring tickets

u
m  Tickets on map
[

Response status of tickets

Let’s take a closer look at each option.

20 Complete Exactix Guide :: External Users



How to Utilize the Secondary Ticket Menu

Recent Tickets

Tickets & G Filter by Ticket Number reset
st G dhityss B & characters Tequires
Expiring Tickets Pliics Watk
ml}.- Iketon Map R T MORS PARK — P Clicking on the Tickets tab will allow you to view all tickets
Beipanas Staliis _— e .  Yyouhave permission to view, created within the last 60
days.
A00E DUTTON BRI WARS AW REPA
16 MURNGER 5T BERGEN BLILS
Sireet Place ark Type ob Work Start Date Company Name Ticket Numbe
~ 786 MORRIS PARK BROMX ASPHALT REPAIR 05/05/2020 07:00 AM DSNY SAFE EXCAVATING 20043000030
AVEMUE A ROCHESTER INSTALL SIDEWALE 04/30/2020 04:14 PM DSNY SAFE EXCAVATING 20043000079
4008 DUTTON RD WARSAW REPAIR DRAINAGE Q09090 04/30/2020 04:0% PM DSNY SAFE EXCAVATING 20043000078
;’BUFFALOFI’ . m‘]
Tickets are displayed using a default filter showing the
columns of: Work Start Date
m Street [[] Sort Ascending
= Place [[] sort Descending
Limit by...
m  Work Type
yp All Dates
= Job Number O Today
O Yesterday
m  Work Start Date O Last Week (Last Sunday to last Saturday)
m Company Name O Last Month
m  Ticket Number O PastDays Days
Max Is 60
Clicking on each of these titles will allow you to change the
. . . . O PastHours Hours
order in which your tickets are displayed based on column Max Is 24
title. For example, if you click on Work Start Date, you will )
; O Single Date Date
see a pop up that allows you to customize the way your (mm/ddfyyyy)
tickets are being displayed.
O Date Range Start Date End Date
. . . . (mm/dd/yyyy) {mm/dd{yyyy)
We will discuss how you can configure your default filtered
view for tickets later in this guide. -
Street
(7] sort Ascending
7] sort Descending
Limit by...
Search Text...
Hit Enter to add text to the filter
my.UDigNY.org :: Access. Information. Support. 21



How to Utilize the Secondary Ticket Menu

Expiring Tickets

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 internal priorities for yourself or your organization.

Expires Date Street Place

, Street Place Work Type
MYERS RD,
ickets o . g
My Tickets on Map iw 05/11/2020 11:59 PM i NEVERSINK, 12765

Response Status RT 55

MYERS RD,
MYERS RD,
RT 55,
RT 55

Expiring Tickets @ -

*In the next s

ER 05/11/2020 11:59 PM NEVERSINK, 12765 TRENCHING

MYERS RD,
MYERS RO,
05/11/2020 11:59 PM RT 55 MEVERSINK, 12765 TRENCHING

RT 55

b

MYERS RD,
iaA 05/11/2020 11:59 PM :‘:EES it NEVERSINK, 12765 TRENCHING

RT 55
MYERS RD,
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How to Utilize the Secondary Ticket Menu

Tickets on Map

The My Tickets on Map tab allows you to view tickets close to you. This tab uses the location setting on the device you

are utilizing and locates any tickets that are in your geocoded area.

By clicking on the blue highlighted areas you see on the map, the area will turn red and pop a summary of the ticket,

including:

Street

Place

County

Ticket number
Responses received

Expiration date on the ticket

My Tickets on Map

Response Status

Street; EOneida St o

Uty ONONDAGA

20107-000-041-v0, Responses: 06, Expires: 04/30/2020 11:59 PM

20107-000-012-v0, Responses: 06, Expires: 05/05/2020 11:59 PM oikins RO
20107-000-039-v0, Responses: 0@, Expires: 05/05/2020 11:59 PM s -

@)

=

Ngrt h

Syracuse

20107-000-007-v0, Responses: 06, Expires: 05/07/2020 11:59 PM
Tickef: 20107-000-006-v0, Responses: 06, Expires: 05/07/2020 11:59 PM

o

rinswi]

—

ABILY
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How to Utilize the Secondary Ticket Menu

Tickets on Map :: Map Tools

You will notice blue buttons on the map view on this screen. These are tools that can change your map view and assist
you in locating specific points on a map. These tools can be broken into two categories described below.

For a more detailed explanation of each tool see the section titled How To Utilize the Manual Mapping Tools.

Map View Tools

Other Mapping Tools

m  Search Tool m  Show Map Features Tool
m  Zoom In/Out Tool m  Show Map Information Tool
= Overview Map Tool m  Measure Distance Tool
m  Toggle Full Screen Tool m Add Push Pins Tool
m  Toggle Base Map Tool m  Position to Current Location Tool
(43 ° &
= 0] i |00 Q7] A
° et 8
E (st ® |
H o
o = ° !gr:h 0 .:9 Q
Syracuse
.c ¥ °
o __\""..' i T o
° o P ! o @
3 Q
__.1 - @ o : ? ° P
Liverpool 0
Salina el o :o
5 Mattydale . y =}
¢ ' _
Galeville 0 e ° 7 AT
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How to Utilize the Secondary Ticket Menu

Tickets on Map :: Map Tools

Map View Tools
Search Tool

The magnifying glass in the top left corner is your Search tool. You can use the Search tool to look for streets,
places, points of interest, and latitude/longitude coordinates statewide or within your current map view.

Zoom In/Out Tool
-+ [

Overview Map Tool

Located under the Search tool, you will find your Zoom In/Out tools. These buttons are a minus icon (-)
for Zoom Out and a plus icon (+) for Zoom In. You can utilize these tools at any time during the mapping
process to get a better view of the map.

Clicking on the Overview Map will open a small square at the left corner of your overall map with a zoomed out
area that includes your search point or dig site.
Toggle Full Screen Tool

In the top right-hand corner of the map, you will see a diagonal line with an arrow on each end. This is your Toggle
to Full Screen tool. Clicking the Toggle to Full Screen tool will make the map take over your entire screen. To exit
out of the full-screen mode, click the X in the right-hand corner, or the escape (ESC) key on your keyboard.

Toggle Base Map Tool

The three lines icon located under your Toggle to Full Screen tool is called the Toggle Base Map tool. This tool
allows you to change your map to a satellite view at any time. Clicking on the tool again will revert your map back.

Other Mapping Tools
Show Map Features Tool
The Show Map Features tool can be used to show details on the map based on where your mouse(curser)
is positioned. It will show the, City/Place, Parcel, County.
Show Map Information Tool
The Show Map Information tool is very similar to the Show Map Features tool except you must click on a location
on the map. Clicking on the map will show the following information, City/Place, Parcel, County.
Measure Distance Tool
The Measure Distance tool can be used to measure distance. This tool is best used when mapping an area
w based on distance (i.e., working 200-feet East of the intersection).
Add Push Pins Tool
The Push Pin tool can be used to add a push pin to the map. You can add as many push pins to your map as
you would like.

Position to Current Location Tool

The Position to Current Location tool will quickly zoom the map into an area near you without touching the
' Location Request creation form.
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How to Utilize the Secondary Ticket Menu

Ticket Responses

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 @&
= 05/07/2020 05:00 AM 0/s 39 HUSCHKE RD HURLEYVILLE, 12747 OIL TANK REMOVAL
04/30/2020 10:33 AM 0/6 217 RICHARD CT MOUNT IvY SITE WORK LANDSCAPING
05/01/2020 10:12 AM 0/5 11 LINDBERGH RD STONY POINT SITE WORK
RT 42,
= RT 42,
-~ 05/05/2020 05:00 AM 0/14 RT 42 MONTICELLD, 12701 PIPELINE INSTALL
RT 42
05/04/2020 05:00 AM 0/3 83 N MAIN ST CASTILE INSTALL SEWER SERVICE

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

20050100021 vO Status Complete
| Agent: KAREN SMITH Function:  Damaged or Discovered Line
Tolken: 05/01/2020 06:47 AM MNaotify By:  Manual
Ticket Text Service Areas Responses Deliveries Revisions
Contact Information
Ext or 1D: 60866 y1D: 153676 D; 15167
Contact: DANNY DIGGER npany: DSNY SAFE = DSNY SAFE
EXCAVATING EXCAVATING -
SYRACUSE
Company Type: CONTRACTOR Industry; GAS UTILITY
Aeidress: 3890 SOUTH STREET RD, MARCELLUS, NY, 13108
one: (123) 555-1234
Alt ell: (123) 555-5678 Alternate
Emall: DDIGGER@SAFEEXCAVATING.COM Email N Exclude Email from Ticket
No No
Excavator / Site Contact Information
Phone: {123) 5554321 Email: DI@SAFEEXCAVATIO

ELECTRIC SERVICE REPAIR
¢ MINI EXCAVATOR

No

Dates

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

il

@

DANNY DIGGER &2

@ Damaged or Discovered Line /" Locate Agaln B cancel @ copy
1 9 Find by Ticket Number
v
Excavator Profile Map Help
2 e E
‘
5 Fivysics B
- PR e
4 —— |I
| |
| B |
5| '
o
¥ : o
i
E Agynar fve - of
% 4
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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 = —

hAy Tickets on Map EPAIR 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 VARSAW 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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How to Utilize the Roles & Permission as an Exactix Web User

About Roles and Permissions

The level of functionality you have in Exactix is determined by your role. Dig Safely New York has established user roles,
which have permission schemes based on an individual’s access need(s) and training. A person can have more than
one role in the system, which is granted by Dig Safely New York’s Web Services Team following a training period and/or
company authorization. First, let’s review the names of the different roles. Then, we will get into the functionality each role
has within Exactix.

Excavator—Single Address Role Excavator—Design Tickets Role
Excavator—Training Role Excavator—View Office Tickets Role
Excavator—Tickets Role Excavator—View Company Tickets Role

Excavator—Design Training Role
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Roles and Permissions as an Exactix Web User

Excavator—Single Address Role :: Explanation of Role

If you create your own Exactix account you will be
automatically entered into the Excavator—Single Address
Role. This role is intended for a Homeowner/DIYer or a
Contractor/Excavator that places an occasional Location
Request. To obtain more permissions (outlined in this
guide), contact the Dig Safely New York Web Services
Team.

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

Within the ticket dashboard, the Excavator—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 Excavator—
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

Excavator—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.

DANNY DIGGER 2

@ Map Help
L] i [+#]9 7]
B
[+ ]
=]
MMENTAL CLEAN-LIP z
- o
i w B
M e i piy
T tarmate Contict Tvpe leirmiate Carftiict # b . - } NEW, YORK "0
Phane ~ {555)555-5555 Emall  ~ DONNA@SAFETYNET o i
ISI;IIGGER@SAFEEXCAVATING.COM o @ (]
. Wi Lo ] o
@
o
Information about your Preject
1 ark Contact Infarmation
Ay Bxpk ting being .I Company 1D Office ID
= i.{"iREN Company Name Oifice Name -
Contact fields for a Homeowner/DIYer differ from
a Contractor/Excavator in this role. Note the
blank field in the image on the right. Registered
Homeowner/DIYers will not have: S .
Excavator ID
m  Company ID )
Type T Alternate Contact # Type T Alternste Contact #
m  Office ID
KARENSMITH@SAFETYMAIL.COM
m  Company Name
m  Office Name
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Roles and Permissions as an Exactix Web User

Excavator—Single Address Role :

Submitting a New Location Request

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.

Contact Infarmation

i

iy

Allerrrale Conls # Tyt Alieraate Contacl %
Phone * (555) 555-5555 Email  * DONMAG@SAFETYNET

DOIGGER@SAFEEXCAVATING.COM

Contact Information

Company {0 Oifice 1}

Lo e
REM SMITH Company Name Office Name

123 CHESTHUT ROAD

Address 2

N 1

Contractor/Excavator contact information example

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.

Homeowner/DIYer contact information example

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

Excavator—Single Address Role :: Submitting a New Location Request

Excavator—Single Address users registered as a Homeowner/DIYer

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.

If you have filled out this section as a Homeowner/DIYer,
Skip to the Information about your Project section. If you
are a Contractor/Excavator, continue to the next page for
information about this section.

Excavator / Site Contact Information

Are you doing the Work? = Ye$

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:
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Roles and Permissions as an Exactix Web User

Submitting a New Location Request

Excavator—Single Address Role :

Excavator—Single Address users registered as a Contractor/Excavator

Excavator / Site Contact Information

There are three pieces of information this section addresses for those Excavator—Single Address users registered as a
Contractor/Excavator.

m  Field contact(s)
m  Who you are doing the work for

m Job number

Excavator [ Site Contact Information

= Field Contact Phone Email

"§‘ Add additional Contact

Who are you doing the Work for

Job ID if you have one

Field Contact

Excavator ,u" Site Contact Information

A field contact is the individual that can be contacted if
there are questions related to the ticket or jobsite. -

. . . 5134 MARY DOZER 5951] - SYRACUSE OFFICE
Upon clicking on the Field Contact text box, a dropdown + (222) 5551234 057, ONONDAGA
list of people associated with your Company will appeatr. wy 73148 (ﬁﬁgng;E:g: . IZIJI_:IKHS;\I'!EI EXC
You can choose someone from this list or input a new jof 75151 e  osvs
contact. If you are manually entering in a Field Contact, ATt | RORCOLREED

. . 74142 JOHN DOE [R5
please ensure that you include a phone number and email Wor (315) 437-7394 6706 COLLA
address. If the utility companies or their locators have any Wi 73163 JANE SMITH
Wi (315) 437-7394 A706 COLLAMER RD,

questions, the Field Contact is the person they will reach
out to.

o 7374 MARYDOZER
% e 3637 UNION RD, SUITE 6, CHEE

Within the Exactix system, you have the ability to enter Excavator / Site Contact Information
more than one Field Contact on your Location Request. : :

To do this, simply click on the + Add additional Contact - PSS

text under the first/primary Field Contact entered. The

system will generate the same list for you to choose from, :
— Feld Contact

or give you the ability to manually input a new contact.

+ Add additional Contact
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Roles and Permissions as an Exactix Web User

Excavator—Single Address Role :: Submitting a New Location Request

If you select or type in a person, then decide to delete that
contact, make sure you click the minus symbol to the left
of the name field. This will ensure you can successfully
submit your Location Request. If you do not do this, and
leave the field blank after previously having information
entered, you will receive an error message when trying to
submit your Location Request.

Working For

This is the person, contractor, organization, or utility
company who hired you to do the work. For example,

if you are doing the work for a homeowner, you would type
in their name (i.e., Jane Doe) or simply type “Homeowner.”
If you were doing the work for a business, you would type
in the name of that business (i.e., Doe’s Supermarket).

If you are doing the work for a utility that is a member of
Dig Safely New York, the system will generate a dropdown
list of possible matches as you are typing in your response.

Job Number

New to the Location Request form is the Job Number field.
This is a custom field that allows you to type in numbers
and/or letters to better associate your jobs/projects with the
respective Location Requests.

Field Contact

= JOHN DOE

Neld Contact

STEVE DIGGER

Who are you doing the Work for

JANE DOE

Who are you doing the Work for

DOE'S SUPERMARKET

D, VILLAGE OF NORTH COLLINS (VIL N COLLINS)

\Who are you doing the Wark for

NATIONAL FUEL GAS (NFG)

TOWN OF NORTH ELBA (TWN N ELBA)

TOWN OF NORTH SALEM (TWN N SALEM)

NIAGARA FRONTIER TRANSPORTATION AUTHORITY (NFTA)
TOWN OF NORTH CASTLE (TWN N CASTLE)

VILLAGE OF NORTH HORNELL (VIL N HORNELL)

MNEW YORK STATE ELECTRIC & GAS (NYSEG)

N CHAUTAUQUA LAKE / PPD SEWER DISTRICTS (N CHTQU LK SWR)

VILLAGE OF NORTH SYRACUSE (VIL N SYRACLISF]
catinn ranniact avoirac fware doac oot ctact b AAAIIOI0

Job ID if you have one

Job ID if you have one

123ABC
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Roles and Permissions as an Exactix Web User

Submitting a New Location Request

Excavator—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. This section is the same regardless of whether you are a Homeowner/DIYer
or Contractor/Excavator.

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

Excavator—Single Address Role Submitting a New Location Request

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 AIR COMPRESSOR

hand tools, auger, or backhoe, in this field. Once you begin AIR KNIFE

typing, a list of possible matches will populate for you to ASPHALT RECLAIMER / MILLING MACHINE

choose from. You can select the equipment from AUGER

the dropdown menu by clicking it or pressing enter/return HACRLIGE Length Units ~ W

on your keyboard. You can enter more than one type of
equipment. You should include all equipment that will be i
used for this job.

BOBCAT / SKID STEER
BORING MACHINE
BREAKER

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

- ) - Any horizontal drilling or boring being done?
underground utility lines without digging a trench.

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

be using equipment for directional drilling or boring on No
your jobsite, please answer Yes to this question using the o
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 Feet
that you need to indicate how deep you are digging. Unit Depth
options include Feet, Inches, Yards, Miles and Meters. Inches

length Units ¥ Width: Width  Yards
Miles

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

. . Met
If you type in a response and change your mind and would erers

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.”
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Roles and Permissions as an Exactix Web User

Excavator—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

Excavator—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

40 Complete Exactix Guide :: External Users



Roles and Permissions as an Exactix Web User

Excavator—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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City/Place, County, State

Place County

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
error that states, “The address you provided was not i

found,” upon trylng 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.
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.

Warning!

The address you provided was not found.

1 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 sereen far assistance,

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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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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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.

44

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

5/03!'m*)n N7:NnN AN ﬁ

Jun 2020 =

[07] : [00] [am]

Cancel Set

b,

Estimated Work Complete Date: 06/03/2020 &

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

Complete Exactix Guide
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Excavator—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

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

skl DB(04/2020, 07:00 AM 88

Does the blue shaded area on the map accurately represent the exact .,/ -

location of the dig site address provided?
Xac Yes
No
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Should you select No, that the blue shaded area does not
cover your dig site, you will see the following warning pop

@88 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 Missing or invalid information was found.
button at the bottom of the pop-up. You can also choose to S e e s g gl b
save the Location Request as is and call 811 to speak to a i
D|g Safely NeW York Damage Prevention Repl’esentative, If you click "Save & Call®, you are NOT submitting a complete locatlon request. To

. . . " .. complete your location request, please call 811 or B00-962-7962 to speak ta a Dig
WhO W|” aSS|St y0u N f|naI|Z|ng your req UeSt. Safely New York Web Services agent. Let them know you have an "Incomplete”

lecation request started,

| ® GoBack I +" Save & Call

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.

DANMNY DIGGER = &

&
%

Map Help

L] 19 ]

Find Address of Dig Site

Strest Address

(g~ |

Nearest |

Il you be digging?

i fiH B3 66T-L1
|
|

work? 08/04/2020, 07:00 AM 2
© 06/04/2020 &

o seart by 06182020

have about the work you are doing including any necessary community gate

v SavefContinue B Discard ]
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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 rRd
o 10-612% Coflame
671VF
Work Type = —1
What type of Work: TNSTALL FENCE J— = |
Type of Equipment: HAND TOOLS, AUGER, POST HOLE DIGGER (= me rd - — \
Any horlzontal drilling ar baring being done? No _6:’0?; colla \
Any blasting or explosives being used? No v i
Dates | ';
Work Start Date and Time: 06/08/2020 7:00 Estimated Work Complete Date; 06/12/202C | |
AM | el
on request expires if work does not start by: 06/22/2020 | 6706 \ i
Priority/Ticket Type: Regular s700 | \
1 {
Dig Site Type: StreetfAddress \ |
State: NY County: ONONDAGA Place: DEWT | |
st 6706 COLLAMER RD | |
Neares| Intersecting Street: BRITTONFIELD \ —
BROAY | _—
Additional Work Information
warking on both sides of the street? No
1 working v n 25ft of the edge of the street? Yes
Is the excavation site marked in white? Yes u
ocate Instructions: FRONT OF PROPERTY -
® Back to Ticket { " Abhove Information is Correct !
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Confirm Affected Utilities

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 NEW 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

confirmed locati Lest

Type

ELECTRIC, FIBER, SANITARY SEWER, STORM
SEWER

FIBER

FIBER

FIBER

ELECTRIC

GAS

TRAFFIC SIGNALS

FIBER, TELEFHONE
DRAINAGE, SANITARY SEWER

WATER

CATV, FIBER
WATER

FIBER, TELEPHONE

onfir

Main Phone Number
{315) 415-2969

{800) 289-1901

{877) 366-8344 %3
{801) 364-1063

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

{315) 865-5201 %3216
{315) 435-3157

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

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

ur

Ifyou close out of this web page before selecting "Submit Request", no information will be saved or sent o Dig Safely New York or the member utilites.

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
ready to submit your locate request, then click on the

Submit Request button.

| ® Eac[sl +/ Submit Request

v/ Submit Request

ML A

Bsias W
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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
m A copy of your mapped dig site
m The affected uitilities list

This screen also gives you the option to:
Review the Next Steps in the Location Request/811 One-Call Process

Print/Download the Next Steps

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

ERZECE : Service Areas

DIG SAFELY NEW YORK | CALL CENTER

DIG SAFELY MY

ELANTIC TELECOM INC

ELANTIC TEFLECOM

LEVEL 3 COMMUNTICATIONS
LEVEL 3 €0

CMMUN

LIGHTOWER FIBER TECHNOLOGIES
LIGHTOWER FIBER TECH

MATIOMNAL GRID { CENTRAL / ELECTRIC
AT GRID | CENTRAL | FLECTRIC

MATTOMAL GRID f CENTRAL [ GAS

NAT GRID | CENTRAL | GAS

MNYS DOT SYRACUSE REGION 3
MWYSDOT TFC SYR

OMNONDAGA COUNTY WATER AUTHORITY
A

OMEIDA COUNTY RURAL TELEPHOME

NOW LET'S REVIEW THE NEXT STEPS. ;n_mme&ch.a > J ¥  Print/Download Steps + Create Another Locate Request

& No, Thank you

my.UDigNY.org :: Access. Information. Support. 49



Roles and Permissions as an Exactix Web User

Excavator—Single Address Role :: Submitting a New Location Request

Review the Next Steps

The Excavator—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:

Property access

What utilities a person can expect to be marked
When a person can dig

Utility responses

Private utilities

The importance of the ticket number

Making edits to a submitted Location Request
Important reminders for a safe jobsite

How to report damages

What to do if there is a gas leak

LOCATION REQUEST CONFIRMATION - NEXT STEPS

Your Ticket Number is 06010-000-004

STEP 1: PROPERTY ACCESS

Being on site
718 T et s 10 1 SIS i, S D e 1 Fedbenn V1o 1.4 1 apsileabi

e s sy comtai s an ot pats. Gvas 4 a s sk frandly, locaturs may e wevar the
yard.

Gate codes

It iy, de.

Lecked

gutes.
Faks nare gatey arm unisched

S o S5 A TN 1

MOW LET’S REVIEW THE NEXT STEPS, ¢ o [l & Fofaniond ¥ e e et

LOCATION REQUEST CONFIRMATION - NEXT STEPS

STEP 3: WHEN CAN 1 DIG?

Vo o by et e you htes el all Ul lbes Tt al yi b ali bt S stk
and ths s (1) rmeuared Eus sy dars himve pasved

ik e ™ s o
I e e 21

NOW LET'S REVIEW THE NEXT STEPS. <

LOCATION REQUEST CONFIRMATION - NEXT STEPS

“Your Ticket Number is 06010-000-004

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

T miake 4 correctinn B i Loration Bt or qet ansther iests, e contack Dy Sabel b erk's

e by ol 111 your Lo aualabie foe the Damage

Frevestin Repeesertative to best 3t you

you plan to pl oen, p W Ser . Theg can
L i e Localhon RAGusLs, view woity

P—— g Lucation fayuets, uuxh g lickats,

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 10 o v sk, el e, M v o e
ik

= [ ek T wiarical aptances me bgihis an o o or use any desios that Feni ganerate a sgick
e, M you are i 0n @ lrecine. ok ok hang o

. ¥ "
# Deomot smuoie o ke i 5
= D2 5l (LAt st £ar angye i any mechaniied sgupmenL

...... e i Campany of an requncy
rexpender sy i 1 st Io et
» Warm others oo stay ey fram ene aren.
Cheh I A BTN 20 CORNIG PG Steg L
i N faTes s e i 0 e Sy Kk 5 O S Sl o b A Mg et i i

clet 24 e e A0

‘NOW LET™S REVIEW THE NEXT STEPS. < s e > 7 £ PrirjTouminad Seepr 4 Creme Rnooy
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Excavator—Single Address Role :

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 sec on your job site.
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 Tolerance Zone. The Talerance Zone is the diameter of the buried facility, plus two feet on
aither side of the designated center line. If the dismaeter is unknown, the Tolerance Zone is just two feet
ah each side of the designated center line.

T is wital that you hand expose the utility i it Falls within your intended work area to verily the location of
underground lines. This is for your safety, Dig carefully near them and do not assurme the depth and run of
i Ihe line,
24 |7 24" -
B0 uw - “B00 wa’ .::_ .::_
vz‘-
600 st
s Dl ool andlio e PSP s L
h
NOW LET'S REVIEW THE NEXT STEPS. £  Previous [. exl > +  Print/Download Steps + Create Another Locale Request

® No, Thank you

— .

my.UDigNY.org :: Access. Information. Support. 51



Roles and Permissions as an Exactix Web User

Excavator—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.

¥ Print/Download Steps

Callgnt

LOCA'I'[ON REQ U EST CON FIR A4900839c-8440-1188-5

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

SbeiBEH0N PO
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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Utilizing the Ticket Dashboard

As a web user in the Excavator—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.

!;I DANNY DIGGER 22
@ | DANNY DIGGER New List Dashbaard
|| 21 My Tickets [ Show Completed Tickets
‘.rurku?rt. @® aj icket Number resel B 25 i
o Results: 8
6706 COLLAMER RD DEWITT LANDSCAPING 1234 06/04/2020 07:00 AM DEMY SAFE EXCAVATING 06310-000-024
&706 COLLAMER RD DEWITT INSTALL FENCE CLUSTOM FIELD 06/DE/2020 07:00 AM DEMY SAFE EXCAVATING 06310-000-004
6706 COLLAMER RD DEWITT LANDSCAPING mw 06/04/2020 07:00 AM DEWY SAFE EXCAVATING 05290-000-018
. &706 COLLAMER RD DEWITT ADDITION 1234MBCD 06/05/2020 07:00 AW DENY SAFE EXCAVATING 05290-000-013
' &706 COLLAMER RD DEWITT BUILDING GARAGE 123ABC 06/D5/2020 07:00 AM DSNY SAFE EXCAVATING 05290-000-011
S 6706 COLLAMER RD DEWITT BUILD BIKE TRAIL 05/Z6(2020 07:00 AM DEMY SAFE EXCAVATING 05220-000-DE0
#6831 COLLAMER RD DEWITT INSTALL PARKING LOT 1234ARC 06012020 07:00 AM DEMY SAFE EXCAVATING 05270-000-010
P &706 COLLAMER RD DEWITT BUILD BIKE TRAIL 05/2B/2020 07:00 AM DENY SAFE EXCAVATING 05220-000-DED
You also have a secondary ticket menu on the left-hand (@) My Tickets () My Office Tickets () My Company Tickets
side on this ticket dashboard screen, in which you can
use to filter your tickets, or the tickets of your office and/or Tickets @ QFilter by Ticket Number re:
Company (based on permissions)_ *Past 60 days Min & characters required
® My Tickets Expiring Tickets
. i *In the next 5 days
m My Office Tickets _ .
_ My Tickets on Map 2 A 786 MORRIS PARK
m My Company Tickets
_ _ Response Status : SENEIER
Here, you can click to view
All tickets from the past 60 days 3 4008 DUTTON RD
m Tickets close to expiring
m Tickets on a map (using your current location) . TG MEIIGER 3
m Response status of tickets E BUFFALO ST,
. E BUFFALO ST,
) RIDGEFIELD DR,
WASHINGTON ST
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Clicking the three dots next to a ticket gives you the option
to quickly view certain aspects as well as take a few quick
actions on that ticket.

For those tickets in your dashboard, you can use the
three-dot menu to:

View the Ticket

View the Utility Responses

Mark your work as completed

Print the Ticket Text

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

far | 1-000-024 v0 Complete New List Bashhowd
I Agent DAMMY DIGGER New
B 06/01/2020 03:44 P Natify By: . Parcel
Ticket Text Service Areas Respanses Revisions v % End hy Ticket Hurm,
Map Help
Contact Information
1: 73178 my 100 154991 el 17116 L i [o# 9]
WMMNMNY DIGGER DSNY SAFE EXCAVATING SYRACUSE OFFICE t
per CONTRACTOR sorys ENVIRONMENTAL CLEAN-UP i E |
6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA = e
Phone: [315) 437-7394 a i
& Phone: (555) 555-5555 il DONNA@SAFETYNET.COM
DDIGGER@SAFEEXCAVATING.COM
Excavator [ Site Contact Informatior
iact. JOHN DOE Phone: (333) 333-3333 il geigerrockon@gmail.com
7 HOMEOWNER
nformation about your Projec
Yes
No
No
3 Fest
ith: & Feet lidih: & Feat
Fi of Dig Site
=s: 6706 COLLAMER RD
ounty, State: DE WITT, OMONDAGA, NY
BRITTONFIELD PEWY
the ot vall you be digoing? WORK IN DRIVEWAY AREA
Mo
No
curring at thi LANDSCAPING B
1 0B/04/2020 07:00 AM

Utilizing the Ticket Dashboard

BRITTUNFIELD PRV
COLLAMER RD,

View Ticket

B View Responses

v Work Completed

& Print Text

T 8

DANNY DIGGER =
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Roles and Permissions as an Exactix Web User

Excavator—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 Ultilities 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

BUCKEVE PIFELINE COMPAMY

DI SAFELY NEW YORK | CALL CENTER

ELANTIC TELECOM INC

GA5 SECLIRE INTEGRATION LLC

LEVEL 3 COMMLINICATIONS

LIGHTEWER FIBER TECHNOLOGIES

NATIONAL GRID | CENTRAL | ELECTRIC

NATICHAL GRID | CENTHAL | GAS

NS DOT SYRACLISE REGION 3

NS THRUWKY AUTHORITY | SYRACUSE

CMEIDA COUSTY ALIRAL TELEFHONE

OLINTY DEFT OF FROTECTI

CRONDAGA COUNTY WATER ALTHORITY

TIME WARNER CABILE | SYRACUSE

TOWTS OF BEWITT

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 Areal You Can Choose to Show o Cu‘.’r&n[,l’MMl Recent Respr_\nse tor each Service Area (@) Show all Re‘ﬁpnnsei and Ticker Events
all responses and ticket events at the tOp of the window. Fiter: (@) show Al (16) () currentonty (16) () No Respanse {16) @ show events (5)
This will generate an audit list on the ticket and responses. Sk Bt Sy PR
Event 05/21/202012:21 PM Version: @ 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 Completes
When the ticket was created i Basras. BUCKEVE PIPELINE COMPANY
Current MLICKTYR
Any new VerS|Ons Created No Response, DIG SAFELY NEW YORK | CALL CENTER
Current Y
When responses were viewed i ol Pk O NG
When utilities entered responses s alay bl
Mo Response, LEVEL 3 COMMUNICATIONS
And more Corrent
Mo Response, LIGHTOWER FIBER TECHNOLOGIES
Current - i
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Roles and Permissions as an Exactix Web User

Excavator—Single Address Role :

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
the work on this Location Request. To add tickets that you
have marked as Work Completed back to your dashboard
view, click on the Show Completed Tickets checkbox
above your ticket list.

Utilizing the Ticket Dashboard

| © | DANNY DIGGER

(@) My Tickets [0 Show Completed Tickets
Tickets @ Filter by Ticket Number ~reset
¥Pasc 60 days

Min & chararters recuired
DML DN LELLY T I, [

Drpifing Tickey BRITTONFIELD PKWY,
. . SHEEIE : COLLAMER RD, I
If you accidentally mark a ticket as Work Completed, My Tickets on | wTT
find the ticket by clicking the Show Completed Tickets Response Statt View Ticket -
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 pr
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 mmmm o Work Type ob Number Work Start Dat
N'd' Tk t = . BRITTONFIELD PK\
Y Tiekets 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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Roles and Permissions as an Exactix Web User

Excavator—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

Zeges DANMNYDIGGER @ & &

i)
ANNY DIGGER

a1 My Tickets [ Sh
Tickets @ b 25 -

i 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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Roles and Permissions as an Exactix Web User

Excavator—Training Rol

All Location Requests created in this role will be in a
Suspended status upon submission and reviewed

for accuracy by Dig Safely New York’s Web Services
Team before being released to notified Member Utilities.
Following 15 days of successful submissions (regardless
of how many Location Requests are submitted per day or
if the days of submission are consecutive), users in the
training role will be moved to the Excavator—Tickets Role,
outlined next.

The Excavator—Training Role provides users the ability

to learn the system and submit Location Requests with
limited functionality. This offers new users a controlled
environment to adapt to proper processes and procedures
for submitting accurate Location Requests.

:: Explanation of Role

Users in the Excavator—Training Role have access to
submit Regular/Legal Location Requests with dig sites
being either Between Intersections, at an Intersection,
or at a Street/Address. Users in the training role can also
map their dig sites using manual mapping tools.

Within the ticket dashboard, the Excavator—Training 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 Excavator—
Training 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

() My Tickaes [ show Complated Tickets

Resuits: O
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Roles and Permissions as an Exactix Web User

Excavator—Training 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.

Cantact; DANNY DIGGER itily By -
o {315)437-7354 W Abort/Discar
Contact information l Mag Help
& EEZOO
a8
<]
B
B
7]
2
sj
=
" ]
DOIGGERDSAFEEXCAVATING.COM
o
Ao it Rad sarataya
. @ Syracusé  Oneita Spen.
Excavator | Site Cantact [nfarmation Buthlg, o o § ¢
NEW, YORK ke
@ \ My
o p SN
# - : @
Dates @
Wtk St Dats and Tirw! D5/27/2020 D7:00 AN .
ompleted by: 08272000
¢ 1 oS t Iy 06f10{2020
Regular
= Information
Type StreetfAddress
o n

60 Complete Exactix Guide :: External Users



Roles and Permissions as an Exactix Web User

Excavator—Training Role :

Submitting a New Location Request

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.

Contact Information

Excavator {D Company 10

CONTRACTOR »

6706 COLLAMER RD

3169 154581 17116
Contact Name Company Name :_'-.'.‘.fc-_ e
DANNY DIGGER DSNY SAFE EXCAVATING SYRACUSE OFFICE
Company Type Industry
ENVIRONMEMNTAL CLEAN-LIP b

DDIGGER@SAFEEXCAVATING.COM

Address 2

ity State Zip

EAST SYRACUSE NY 13057

Primary Phone

(315) 437-7394

Type ™ Alternate Contact # Type ™ Alfternate Contact #

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.

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

Excavator—Training Role :

Excavator / Site Contact Information

Following the Contact Information section, the form will move you to the Excavator/Site Contact Information section.
There are three pieces of information this section addresses.

m  The Field Contact(s)
= Who you are doing the work for

= Job

number

Submitting a New Location Request

'Excavator / Site Contact Information

= Field Contact

Fhone

il Contact

Who ate you doing the Wark for

Email

Jab 1D if you have ane

Field Contact

A field contact is the individual that can be contacted if there are questions related to the ticket or jobsite. Upon clicking on
the Field Contact text box, a dropdown list of people associated with your Company will appear. You can choose someone
from this list or input a new contact. If you are manually entering in a Field Contact, please ensure that you include a
phone number and email address. If the utility companies or their locators have any questions, the Field Contact is the

person they will reach out to.

Fold Contact

Excavator__g_’ Site Contact Information

Phone

9134

314
Wi 73148

ol 73151

73152

Wor
wh 73169
TyE
Am
Am

7374

MARY DOZER
(222) 555-1234

KEVIN SHOVEL
(315) 555-5555

NICK HANDY
(315) 437-7394
JOHN DOE
(315) 437-7394

JANE SMITH
(315) 437-7394

MARY DOZER
(222) 555-1234

DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
6706 COLLAMER R}, EAST SYRACUSE, NY, 13057, GNONDAGA

DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA

DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA

DSNY SAFE EXCAVATING (154591) - SYRACUSE OFFICE
6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA

DSMNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE

6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
DSNY SAFE EXCAVATING (154991) - BUFFALO OFFICE

3637 UNION RD, SUITE 6, CHEEKTOWAGA, NY, 14225, ERIE

Email

Field Contact

— STEVE DIGGER

Phone

(315) 437-7394

Email
SDIGGER@SAFEEXCATVATION.C
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Roles and Permissions as an Exactix Web User

Excavator—Training Role :

Submitting a New Location Request

Within the Exactix system, you now have the ability to
enter more than one Field Contact on your Location
Request. To do this, simply click on the Add additional
contact text under the first/primary Field Contact entered.

Excavator _/ Site Contact Information

= Field Contact

The system will generate the same list for you to choose

from, or give you the ability to manually input a new — fieid Contact

contact. =+ 4dd additional Co

If you select or type in a person, then decide to delete that
contact, make sure you click the minus symbol to the left

of the name field. This will ensure you can successfully Field Contact

submit your Location Request. If you do not do this, and — JOHN DOE

leave the field blank after previously having information

entered, you will receive an error message when trying to Neld Contact

submit your Location Request. STEVE DIGGER
Working For

This is the person, contractor, organization, or utility Who are you doing the Work for
company who hired you to do the work. For example, ]ANE DOE

if you are doing the work for a homeowner, you would type

in their name (i.e., Jane Doe). If you were doing the work

for a business, you would type in the name of that business
(i.e., Doe’s Supermarket). Who are you doing the Work for

If you are doing the work for a utility that is a member of DOE'S SUPERMARKET

Dig Safely New York, the system will generate a dropdown

list of possible matches as you are typing in your response.

Who are you doing the Wark for

NATIONAL FUEL GAS (NFG)
TOWN OF NORTH ELBA (TWN N ELBA)
TOWN OF NORTH SALEM (TWN N SALEM)
NIAGARA FRONTIER TRANSPORTATION AUTHORITY (NFTA)
TOWN OF NORTH CASTLE (TWN N CASTLE)
VILLAGE OF NORTH HORMNELL (VIL N HORNELL)
NEW YORK STATE ELECTRIC & GAS (NYSEG)
0, VILLAGE OF NORTH COLLINS (VIL N COLLINS)
| N CHAUTAUQUA LAKE [ PPD SEWER DISTRICTS (N CHTQU LK SWR)
VILLAGE OF NO.F.{TII-Ii SY.F_{%(‘I.IJSF (VILN S\’rRACUSF'r.

catinn ranuact gvnirgc if e dope nnt ctort boee ORIIOON0O0
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Roles and Permissions as an Exactix Web User

Excavator—Training Role :

Job Number

New to the Location Request form is the Job Number field.
This is a custom field that allows you to type in numbers

or text to better associate your jobs/projects with the
respective Location Requests.

Work Type

Submitting a New Location Request

Job ID if you have one

Job ID if you have one

123ABC

Now, we move on to the Work Type section of the form. Here you enter in the type of work you are doing, the type of
equipment you are using, and answer two specific questions about drilling and explosives, as Member Utilities could have
special processes and procedures to follow if you are doing either on the jobsite.

Work Type

What type of Work?

What tvpe of Equipment?

Any horizontal drilling or boring being done? Boring h
Any Explosives or Blasting being used? Blasting b
What Type of Work?

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 by either clicking
on that field, or by typing in the first few letters of the work
type you are doing. Make sure you select the suggested
type of work by clicking or pressing enter/return on your
keyboard. More than one option can be selected or typed
into this field. Enter all that apply to your Location Request.

Work Type

ADDITION

ARCHAEOLOGICAL SURVEY
BASEMENT WATERPROOFING
BORING
BUBBLER REPAIR
BUILD BIKE TRAIL

E BUILD RETAINING WALL

Work Type

What type of Work?

ADDITION € NEW DECK
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Roles and Permissions as an Exactix Web User

Excavator—Training Role :

Submitting a New Location Request

What Type of Equipment

In this field you can either select from the dropdown the type of equipment you are using, or you can enter a type that is
not listed. More than one option can be selected or typed into this field. Enter all that apply to your Location Request.

You can access the dropdown by either clicking on that field, or by typing in the first few letters of the equipment type you
are using. Make sure you select the offered type of work by clicking or pressing enter/return on your keyboard.

Wha t rype Of EQ'Ufpm en I’? What type of Equipment?
AIR COMPRESSOR
What type of Equipment? AIR KNIFE
ASPHALT RECLAIMER / MILLING MACHINE
BACKHOE €3
AUGER
5, BACKHOE

What type of Equipment? BOBCAT, | SKID STEER

BORING MACHINE

BACKHOE €3 SHOVEL MINI EXCAVATOR BREATER

BULLDOZER

— CARILF PLOW

Dir Sita Tuna: Ctraat/Addracc

Any horizontal drilling or boring being done?

In this field, use the dropdown to answer whether you will be horizontal drilling or boring at your jobsite.

Any horizontal drilling or boring being done L

No
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Roles and Permissions as an Exactix Web User

Submitting a New Location Request

Excavator—Training Role :

Any Explosives or Blasting Being Used?
This is also a Yes or No question that is answered using a dropdown.

If you answer Yes to this question, a popup will appear asking you to confirm that you will be using explosives or blasting.
If you select No on the confirmation popup, the field will auto-populate to a No answer on the Location Request creation

form.

~i

Any Explosives or Blasting being used M

No

Confirm Using Explosives or Blasting

Are you sure you will be using explosives or blasting?

O No v/ Yes

Blasting

Any Explosives or Blasting being used? No
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Roles and Permissions as an Exactix Web User

Excavator—Training Role :

Dates

Submitting a New Location Request

The next group of questions in the Location Request creation form are for the dates of your job.

As a web user in the Excavator—Training Role, you only have the permissions to submit Regular/Legal Location Requests.
As a result, the fields in this section automatically default to the requirements of a Regular ticket type.

Dates

Work Start Date and Time: @5§/27/2020, 07:00 AM &

Estimated Work Complete Date: 05/27/2020 @&

Priority/Ticket Type: Regular b

Location request expires if work does not start by:  06/10/2020

Work Start Date and Time

By default this will be the legal time frame based on the
current date you are filling out the Location Request.
This is two (2) full business/working days, not including
holidays or weekends. To change the date and time that
you plan to start your job, click on the start date and then
click on the calendar icon next to the pre-populated date
and time. Use your mouse to select a new date on the
calendar view and click the arrows to change the time.
Regular/Legal Location Requests must be submitted at
least two-full working days, not including the day of the
request, weekends, or holidays, but less than ten (10)
business/working days of your planned start date.

If you select a date outside of the legal time frame

(2-10 working/business days), you will receive an red error
under the Work Start Date and Time field that specifies the
dates in which you can choose as a legal start date. You
will not be able to submit your Location Request until you
have a legal start date entered.

Work is Estimated to be Completed By

In this field you will identify the date that you think work will
be completed by. Use the calendar icon to again change
the date of your estimated completion date. If you do not
change this date, it will remain as the same date you have
set for your work start date.

Work Start Date and Time! ¢5/27/2020, 07:00 AM &
< May 2020 ~ >
Estimated Work Complete 8 _ o

Location request expiresif ¢

Priority/Ticket Type: Requlz 3 4 5 6 7 8 9

Site Information S~

— 17 18 19 20 (21 22 23
Dy Slee Type:  Street/Addre A

MY
fe 24 25 26 e 28 29 3

Additional Work Inform

Are you working on both sig
Are yau W ithin 25ft
Is the exc

[o7]  [oo] [av]

Camir Cancel Set

altco

Work Start Date and Time: 06/19/2020, 07:00 AM &
Must be between 06/02/2020 12:00 AM and 06/11/2020 11:59 PM

Estimated Work Complete Date: §§/27/2020 &
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Roles and Permissions as an Exactix Web User

Excavator—Training Role :

Location Request Expires if Work Does Not Start By

The third field in this section informs you of when the
Location Request will expire if you do not start your job by
the date you have indicated. You are not able to alter this
expiration date.

Priority/Ticket Type

All active web users in the Excavator—Training Role only
have the permission to submit Regular/Legal Location
Requests. A Regular Notice is when an excavator provides
at least two (2)-full business/working days, not including
the day of the request, weekends, or holidays, but less
than ten (10) business/working days.

Site Information

Submitting a New Location Request

Location request expires if work does not start by: 06/10/2020

Priority/Ticket Type: Regular v

Priority/Ticket Type Regular

The Site Information section of the Location Request form is arguably the most important aspect of your
Location Request. In this section, you will be identifying your work area on a map using one of three different options:

m  Street/Address
= Intersection

m Between Intersections

Let’s take a look at how each of these mapping options work.

Site Information

Street/Address

Intersection

Between Intersections s

Place

Nearest Intersecting Street

Mearest Intersecting Street
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Roles and Permissions as an Exactix Web User

Excavator—Training Role :: Submitting a New Location Request

Street/Address
The Location Request creation form defaults the Dig Site Type to the Street/Address option for mapping.

PR T s

Site Information
Dig Site Type

Street/Address v

Street/Address Place

Nearest Intersecting Street Nearest Intersecting Street

JILCT LITrrvriIriadin
i /K’jd Ny orIuSNDAGA
: 4 = ress b oo
ng Site ?ype 6708
County 6453-6409 00 RT 67, MEMPHT [DNONDAGA, NY| Place
Street/Address ON st53.5499 CORT &7 iy e onowpaca || DEWITT
- — B466-6499 €O RT 67, WARNER [DHMONDAGA, NY) DE WITT
’ ) A 11982799 RT 67, ANSTLRDA [SARATDGA, NY)
State Coun [y t / 'Aa 0-2799 RT 67, AMSTERDA (MONTGOMERY, Ny)
N Y 1 ONTARIO 1 0-3499 RT 67, AMSTERDAM (MONTGORERY, NY)
0-1862 RT 67, BALLSTON [SARAT
est I ONONDAGA 681-2336 RT 67, BALLSTON LAK [SARATOGA, NY)
[~ % | 0-1309 RT 67, BALLSTON SPA [SARATDEGS, MNY)
2RB6-3510 RT 67, RLISKIR (RENSSELAER. YL
L a
State

The state will always be greyed out and will default to “NY” for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which is serviced by the NY811 call center. If you are planning work in the
five boroughs of NYC and Long Island, contact NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county of the address in which your work is taking place. Once you
begin typing, possible matches will populate under the field for you to choose from. If you do not know the county of the
job site, skip to the Street/Address field.

Street/Address

Enter the address of the dig site. As you start typing in the address, a list of potential matches will appear in the dropdown,
with the closest matches being at the top. The Place and County is also displayed with the address and will populate
those fields when selected.

Once you begin typing in your address, you will notice the list of possible matches list the addresses within a range.
Choose the option that match the range which you address exists, and the Place and County.

Place

The Place is the name of the city or town (municipality) in which your job site is located or associated. The Place field is
automatically populated based on the Street/Address you selected in the previous step. Please note that the Place may
be the municipality in which the taxes are paid to, and will not necessarily be the mailing address.
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Submitting a New Location Request

Excavator—Training Role :

Nearest Intersecting Street

If your address was found, you will need to select the near streets to the address. This information assists the utility
locators in finding the correct jobsite. A list of Nearest Intersecting Streets will be displayed once you have selected your
jobsite address. These choices also display how far in feet the street is from the address of your dig site. Select the

Near Street from the dropdown. You can enter up to two (2) Nearest Intersecting Streets.

pares
"~ RT298
BRITTONFIELD PKWY 20
CORT 251 06/10/2020
FLY RD 496 FT
St corT77 a08Fr L
1481 1183 FT reset
LAW DR 1221 FT
COLLAMER CROSSINGS :
COLLAMER CROSSINGS PKWY DE WITT
ASPFN PARK BLVD
Nearest Intersecting Street
{449 FT)
Nearest Intersecting Street Nearest Intersecting Street
FLY RD
9T} RT 298 0FT
BRITTONFIELD PKWY 395 FT
Additional Work Informatio
dditional Work Information CO RT 251 496 FT
Are you working on both sides of street? P
- 496 F1
Are you working within 25ft of the edge of the street? Fkad e
Is the excavation site marked in white? CORT77 98 FT
Locate Instructions: 1481 (83 B
Depth of Excavation: HEdE
Work Site Dimensions: Length: LAW DR 1221 FT th:
Comments:
COLLAMER CROSSINGS
[1 save/Suspend COLLAMER CROSSINGS PKWY
_ASPEN PARK BIVD 2393 FT
Nearest Intersecting Street Nearest Intersecting Streer
FLY RD BRITTONFIELD PKWY
(449 FT) (229 FT)
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Excavator—Training Role :: Submitting a New Location Request

Mapping

As you are entering the Dig Site Information, the mapping process will automatically start and can be viewed in the panel to
the right of the Location Request creation form. After you have completed filling in the required information, the dig site will
be displayed in blue and the near street(s) in red.

DANNY DIGGER 12

it OANNY DIGGER a ol
fosel  (315)437-7304 W dbort/Biscard
_Contact Information Mag Heip
7378 ampany 107 154997 Office IEE 17116 !
DANNY DIGGER ar DSNY SAFE EXCAVATING 1ifice: SYRACUSE OFFICE C e (0] § w9
Ty CONTRACTOR Iy ENVIRONMENTAL CLEAN-UP a
706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA N =}
e {315)437-7394 ¢
0 DDIGGERESAFEEXCAVATING.COM =
Excavator | Site Contact Information g
! BUILDING GARAGE
.
Jets an Time) 6/02/2020 07-00 AM
Type: Regular
Site Information
Street/Address
; i §
ONONDAGA =
-
6706 COLLAMER RD} OE WITT -]
A 1 " -
=
FLY RO ERITTONFIELD PRWY z
it
w
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Excavator—Training Role :

Intersection

Submitting a New Location Request

If you are working at an Intersection, select Intersection from the Dig Site Type dropdown menu options.

Site Information
Dig Site Type
Intersection

0

Cross Stri

COLLAMER RD, PARMA (MOMROE, MY
_COLLAMER AVE, V14| T2 [5ARATOGA, WYL

Street/Address Place
Cross Street
Dig Site Type Site Information W oNONDAGA
Intersectl On Intersection COLLAMER CIR, DOF WITT [ONONDAGA, NY) Place
Shate County COLLAMER DR, [F WITT [ONCONDAGA, NY) DE WITT
NY ON] COLLAMER RD, DF WITT [ONONDAGA, MY) DE WITT
Sfr_? e (__O‘U”E A COLLAMER RD, KIRKVILL [ONONDAGA, NY)
ONEIDA COLLAMER RD, fANLIUS {ONDNDAGA, MY}
SFF’EE'E'/AG COLLAMER DR, IRCMDFGUCIT (MOMNROF, WY
N Y O N OHIARIO COLLAMER DR, MALTA (SARATOGA, MY
ONONDAGA COLLAMER RD, MALTA [SARATOGA, NY)

State

The state will always be greyed out and will default to “NY” for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which is serviced by the NY811 call center. If you are planning work in the
five boroughs of NYC and Long Island, contact NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county of the street in which your work is taking place. Once you begin
typing, possible matches will populate under the field for you to choose from. If you do not know the county of the jobsite,
skip to the Street/Address field.

Street/Address

In this field, enter the name of just one of the streets of your intersection.

As you start typing in the name, a list of potential matches will appear in the dropdown, with the closest matches being

at the top. The Place and County is also displayed with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in which your job site is located or associated. The Place field is
automatically populated based on the Street/Address you selected in the previous step. Please note that the Place may
be the municipality in which the taxes are paid to, and will not necessarily be the mailing address.

If your street was not found, then type in the name of the Place associated with your dig site and tab to the

Cross-Street field.
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Submitting a New Location Request

Excavator—Training Role :

Cross Street

A list of streets that intersect with the road you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the intersection where the digging will take place.

Cross Street

CO RT 86
A HNNEST nformation
RT 298 both sides of street?

Are vou workina within 25ft of the edae of the street?

If the intersection you are digging at is not found, a message will appear that states “intersection not found.”

Street/Address
COLLAMER CIR

intersection not found
Cross Street

KINNE ST

Dig Site Type

Intersection v

reset

State County

NY ONONDAGA
Streat/Address
COLLAMER DR

Lross Street

KINNE ST

Place

DEWITT
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Excavator—Training Role :: Submitting a New Location Request

Mapping
As you are entering the dig site information, the mapping process will automatically start. After you have completed filling
in the required information, the dig site will be displayed in blue.

riart BANNY DIGGER a vl
fooel (315)437-7304  Abort/Giscare
_Contact Information Mag Heip
7378 ampany 107 154997 Office IEE 17116
DANNY DIGGER ar DENY SAFE EXCAVATING Jfice: SYRACUSE OFFICE Q] ] [ 9]7] 7]
v CONTRACTOR Iy ENVIRONMENTAL CLEAN-UP
E706 COLLAMER KD, EAST SYRACUISE, NY, 13057, ONONDAGA =
e {315} 437-739 E
na  DDIGGERESAFEEXCANATING. COM
Excavator [ Site Centact Information ﬁ
0]
Wark Type n
| BUILDING GARAGE
e Dt ant Tine)  06/02{2020 07-00AM
] 2t Type: Regular
Site information
inwrsenion bt = [j300-6399 Cafiarmiee 4
ONONDAGA
COLLAMER DR DEWITT
KINNE ST
Al aitiona 'NO.’.'.’_.ll'f-:.\.fl'r.ﬂf. nn
@
¥ o
5] o
ol
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Excavator—Training Role :

Between Intersections

Submitting a New Location Request

You can define your work area by using two intersections. If you are working on properties or a roadway for a continuous
dig, select Between Intersections from the Dig Site Type dropdown menu. You will notice the form will change so that
you can identify two intersections to find the specific area on the street you will be performing work.

Site Information
Dijg Site Type
Between Intersections v

Street/Address

Place

Cross Street

State County

Street/Address

Place

Cross Street

Dig Site Type I-E.elt;nrléerin.lntersections d
Between Intersections v N0
ORLEANS
State Street/Ad
17—
NY County Cross St OTSEGO
ORANGE
.'.‘Hr'
ONTARIO
Street/Address -
~ ONONDAGA
Cross S5trees
State County

The state will always be greyed out and will default to “NY”
for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which

is serviced by the NY811 call center. If you are planning
work in the five boroughs of NYC and Long Island, contact
NY811 at (800) 272-4480.

The next field is the County field. Start typing in the county
of the street in which your work is taking place. Once you
begin typing, possible matches will populate under the field
for you to choose from. If you do not know the county of
the jobsite, skip to the Street/Address field.
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Excavator—Training Role :

Street/Address

In this field, enter the name of the street in which you plan
to work.

As you start typing in the name, a list of potential matches
will appear in the dropdown, with the closest matches
being at the top. The Place and County is also displayed
with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in
which your job site is located or associated. The Place field
is automatically populated based on the Street/Address
you selected in the previous step. Please note that the
Place may be the municipality in which the taxes are paid
to, and will not necessarily be the mailing address.

If your street was not found, then type in the name of the
Place associated with your dig site and tab to the
Cross-Street field.

Submitting a New Location Request

Site Information
Between Intersections
ONONDAGH

BRITTONFIELD
BRITTONFIELD PKWY, DE WITT [ONONDAGA, NY]
BRITTON PL 5411
BROADFIELD RD.
BROADFIELD RD. WAL
BROADFIELD RD. PORMPEY (DMNOH

BROOKFIELD RD, MATTYD,
BROOKFIELD RD, 541

HADDONFIELD DI
A

HADDOMNFIELD PL. DE W
rreE VLB Bl bk A A

[T —

Place

DE WITT

DE WITT
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Submitting a New Location Request

Excavator—Training Role :

Cross Street

A list of streets that intersect with the street you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the first Cross Street that matches the first of your intersections.

NY ONOMDAGA s S
NPT COLLAMER RD
BRITTOMNFIELD PKWY NY. ONCHEAGA
BRITTONFIELD PRWY DEWITT
COLLAMER RD friss
CORT7? COLLAMER RD
FLY RD A CORTTT b
RT 298 FLY RD
ey e 7 398
ISt ENCIEnOrTSITe T ke d

If the Cross Street is not found, a message will appear that states “intersection not found.”

Street/Address
COLLAMER CIR

intersection not found
Cross Street

Once you have identified the first intersection, you will notice your County, Street/Address, and Place, has been
automatically populated into the second set of dig site information needed to identify the second intersection.
Simply find the other Cross Street to identify the second intersection.

Important Note—Since there is a possibility that the second intersection may be located in a different Place than the
first intersection, you will be required to include Place information for that second intersection.

Site Information
Dig Site Type

Between Intersections - reset

State Cournty

NY ONONDAGA

‘3 .':"i.-'u 55 Place
BRITTONFIELD PKWY DEWITT
Cross Streer

COLLAMER RD

State County

NY ONONDAGA

Streat/Address Piace

BRITTONFIELD PKWY DE WITT

5 Streat

FLY RD
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Excavator—Training Role :: Submitting a New Location Request

Mapping

As you are entering the dig site information, the mapping process will automatically start. After you have completed
filling in the required information, the dig site will be displayed in blue.

! { Contact: DANNY DIGGER ! ]
Il Phoae (31504377304 W bsort/Biscard

ct Information Mg Heip

7378 ampany 16 154991 office If- 17116
DAMNY DIGGER an DEMY SAFE EXCAVATING IF SYRACUSE OFFICE B Eﬂsﬂn
Type CONTRACTOR Fdusry. ENVIRONMENTAL CLEAN-UP
ET06 COLLAMER RD, EAST SYRACUSE, MY, 13057, ONONDAGA. a
sl {315)437-7394
DDIGGERBSAFEEXCAVATING.COM B

Excavator [ Site Contact Information

BEEEE0
D

Between Intersections »
ONONDAGA

BRITTONFIELD PRWY DEWITT

o A 389008
a

COLLAMER RD
ONONDAGA
BRTTTONFIELD PKWY DEWITT Q

FLY R
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Excavator—Training Role :

Additional Work Information

Submitting a New Location Request

The final section of the Location Request creation form is called Additional Work Information. This section collects

information that may impact the locate process for your jobsite.

‘Additional Work Information

Are you working on both sides of street?
Are you working within 25ft of the edge of the street?
Is the excavation site marked in white?

Locate Instructions: | prate Instructions

Yes/No

Yes/No

Yes/No

Depth of Excavation:

Work Site Dimensions: Length: Length

Units

Comments:  camments

Depth  Units

Width: Width  Units

Additional Work Information

Are you working on both sides of street?

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

Is the excavation site marked in white?

v —

Yes
No

Unknown

Are you working on both sides of 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 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 25 ft of the edge of the street?

The “edge of the street” question notifies the utilities if the excavation is within the road or within 25-feet of the edge of a

street. Use the dropdown box to select Yes, No, or Unknown.

Is the excavation site marked in white?

Dig Safely New York and its Member Utilities recommend marking your jobsite in white (paint and/or flags) to assist the
utility locators in finding the jobsite on a property. Use the drop-down box to select either Yes, No, or Unknown,

to indicate if the dig site is marked in white. 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).
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Excavator—Training Role :

Submitting a New Location Request

Locate Instructions

The Locate Instructions field is where you can designate where on the property you are performing the work. You can
either use the dropdown box to select where on the site you will be excavating, or you may type in your own description.

NY, ONONDAGA, DE WITT
BRITTONFIELD PKWY  pqARK A 25 FT RADIUS OF POLE #
COLLAMER RD
NY, ONONDAGA, DEW NORTH SIDE OF THE ROAD BETWEEN CROSS STREETS AND BOTH SIDES OF THE RD AT THE CROSS CULVERT
ELRIY R[SNFIELD PKWY ' NORTH SIDE OF THE ROAD BETWEEN MILE MARKERS
NORTH SIDE OF THE ROAD BETWEEN THE CROSS ROADS
Additional Work Inf  NORTHEAST CORNER OF THE INTERSECTION
Are you working on bo  NORTHWEST CORNER OF INTERSECTION -
POLE TO HOUSE
Are you working within REAR OF PROPERTY
I« the excavation site 1 RIGHT SIDE OF PROPERTY WHEN FACING THE FRONT OF THE PROPERTY FROM THE ROAD o

SIDEWALK IN FRONT OF PROPERTY

Locate Instructions:

Additional Work Information

Yas/Ng

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

Are you working within 25ft of the edge of the street? No -
es/No

Is the excavation site marked in white? Yes 2.4

Locate Instruction

Locate Instructions:  REAR OF PROPERTY TO THE LEFT OF THE SWING SET AS FACING THE HOUSE

Linits

Depth of Excavation: Depth  Feet

Work Site Dimensions: Length: Length Units ~ Width: Width Inches
Yards
Comments: Comments Miles
Meters
Depth of Excavation Work Site Dimensions

In the Work Site Dimension fields, type in the approximate
length and width of the excavation by entering the number
in the blank boxes, and then use the drop down to select
either Feet, Inches, Yards, Miles, or Meters.

If unknown, leave blank

In the Depth of Excavation field, type in the approximate
depth of the excavation by entering the number in the
blank box and then use the dropdown to select either Feet,
Inches, Yards, Miles, or Meters. If unknown, leave blank.
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Excavator—Training 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.”

'Additional Work Information

Are you working on both sides of street?
Are you working within 25ft of the edge of the street?

Is the excavation site marked in white?

Locate Instructions: | peate Instructions

Yes/No

Yes/No

Yes/No

Depth of Excavation:

Depth

Units

Comments
Comments:

Comments

Comments:  YSE GATE CODE 2345 TO ENTER THE PROPERTY

Comments

Comments: A MAP IS AVAILABLE TO LOCATORS UPON REQUEST
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Excavator—Training Role :

Submitting a New Location Request

Completing Your Locate Request

Once you have verified that all the information is correct, as well as the dig site mapping, you can click the
Save/Suspended button at the bottom of the form/screen. You can also save the Location Request by clicking on the
Suspended button at the top right-hand corner of the screen.

Remember, in the Excavator—Training Role, all tickets can be submitted but in the Suspended status so that they can be
reviewed for accuracy.

If at any time before you save your ticket you want to cancel the request, then click on the Abort/Discard button at the top
right-hand corner of the screen, or by using the Discard button at the bottom of the form.

Save as: [] Suspended

vt DANNY DIGGER Hotily By
[315) 4377394

. 6706 COLLAMER RD, EAST SYRACUSE, NY, 11057, ONONDAGA o T W Abort/Discard
e (315) 4377394

(GGERBSAFEENCAVATION.COM

Excavator | Site Contact Information
I DN DIGGER Phione:  [315) 555-5555 Bl DDIGGERBSAFEEXCAVATEON.COM

1 DANE MILLER. Shione [315] 4377354 Erradl DNMILLERESAFEENCAVATION COM
0 For. NATIONAL FUEL GAS

Dates

US/27/2020 07:00 AM
4 D5/29/2020
tetart by 06{10{2020

& infaormation

[ e e Bebween Intersectins
MY, ONONDAGA, DE WITT
BRITTONFIELD PWY

COLLAMER AD)

Y, ONONDAGA, DEWITT
BRITTONFIELD PRWY Cih
FLY RO

e A GERD-DDEI

Additional Weork Information

REAR OF FROPERTY TO THE LEFT OF THE SWING SET AS FACING THEHOUSE R |

AMAP 1S AVAILABLE TO —_——

El de:'.'Subpcud] W Discard

i Suspend Ticket?

This will save the Ticket but not send it to the affected Service Areas entil it has been reviewed by the One Call Center,

Are yau sure you want to Suspend ths Ticket?
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Excavator—Training Role :

Verify Location

Once you click on the Suspended or Save/Suspended button, you will be taken to the Verify Location page.
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
[ 123ABC NI v i warkirig f NATIONAL FUEL GAS

Wark Type

L type ADDITION
BACKHOE
1o b g done? No
d! o

Time. D5/Z7/Z0207:00 AM Estimatid Work © 10 Dt 05/29/2020
i wiark does not start by D6/10/2020
I Type Regulas

gy il Between Intersections

ite MY Nty ONONDAGA
BRITTONFIELD PEWY | COLLAMER RD
BRITTOMFIELD PEWY o FLY RD

Additicnal Work Information
hre you g an b ides of the street? No
el! No

ton sit marked in white? Yos
ivs: REAR OF PROPERTY TO THE LEFT OF THE SWING SET AS FACING THE HOUSE

e IET thi §FT

AMAR [5 AVAILABLE TD LOCATORS UPDN REQUEST

@ Back to Ticket + Above Information is Corre
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Submitting a New Location Request

Affected Service Areas

Once you have verified the information is correct, you will go to the Affected Service Areas page. This page will list the
Member Utilities that will be notified to mark or clear their lines in the area where you plan on excavating. The Comments
field will show any information you input into that field when entering the locate information on the Location Request
creation form. You can also add additional comments in this field.

@l Affected Service Areas

. Regular Start Tier OS{2T/2020 0700 AM

omiments;
06/10/2020 11253 pr4 AMAP 1S AVAILABLE TO LOCATORS UPON REQUEST

Utiliry Typelsh Contact

BUCKEYE PIFELINE COMPANY BALL MACHNICA
FETROLEUM FIPELINE it

D0 SAFELY NEW YORK | CALL CENTER - STEVE CO0K
! LECTAIC, Al TORM SENER
. ELECTRIC, ABER. SANITARY SEWER, STORN SEWE Hra] 6. msed

ELANTIC TELECOM INC BER WINDSTREAM DAMAGE FREVENTICN DESIGH CONTACT
(809 2891501

G5 SECLIRE INTEGRATION LLC J— MARS BRADFIRD
RS AT [51%) 3626060

LEVEL 3 COMMUMICATIONS f— LEVEL 3 CABLE PROTECTICN MANAGEMENT
. 1477) 3608340 53

LIGHTOWER FIBER TECHNDLOGIES i LIGHTOWER STAKEDUT COMTACT CENTER
1801] 3641063

MATIOMAL GRID | CENTRAL | ELECTRIC Ak NATIDNAL GRID PREMIER LEVERAGE
|866) 307-3610 %3

MATIONAL GRID | CENTRAL [ GAS i NATICHAL GRID PREMIER LEVERAGE
[66] 3075010 x5

RS DOT SYRACUSE REGIOA 3 - MARTY GAWDRECK
TRAFFIC SIGNALS BiSARE

WS THRUMWAY ALTHORITY | SYRALUSE CULVERTS, FLECTRIC, FIBER, SANITARY SEWER, STORM SEWER, TELEPHONE. THAFFIC SIGNALS. BARRY QAKSFORD
@ WNTER: (315} 438-2378

CNEIDA COUNTY RURAL TELEFHONE FIBER, TELEPHONE fﬁ:’.;;ﬁmﬁ K216

OMONDAGA COUNTY DERT OF WTH ESNVIRDNAENT FROTECTI DRAINAGE, SANTTARY SEWE mﬁ:&?ﬁ:&r}wu(v: OF WIR ENVIRO PAOTECTION

GEORGE S GERMAN

OMONDAGA COUNTY WATER ALTHORITY WATER
; [315) 4551061 %3122

TIREE WARSER CANLE | SYRACLISE ATV, FIBER ::‘?'lc:l;:ﬁ“cl:.u

TOMNA OF CEWITT MATT REFNOLDS
T {315 4463734 w158

Need to review your ticket?

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

When you are ready to submit your locate request, then —
click on the Send Ticket button.

".
-
1)
] i
am

o] B o
=z i
7
L a
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Excavator—Training Role :

Submitting a New Location Request

Ticket Saved

After clicking on the Send Ticket button, the following screen will appear that confirms your ticket has been saved and
provides you with your Ticket Number. If you provided an email address on your Location Request, you will automatically
have a copy of the ticket emailed to that address.

| Ticket Saved

“aour ket numbses is: Excovator 1D} Compatty [0

20142-000-016 73169 154991
Varsion: 0

+ Creats Anothes Locats Request

More Locates?

If you have more locates to enter, then you can click on the
Create Another Locate Request button. If you are done, + Create Another Locate Request
then click on the Close button and you will be taken back
to a screen displaying the last Location

Request you entered.

Location Request Status

In the Excavator—Training Role, all submitted Location
Requests will be submitted in a Suspended status.
Suspended tickets are reviewed and released by Dig Safely
New York’s Web Services Team to ensure the Location
Request is accurate.
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Excavator—Training Role :: Utilizing the Ticket Dashboard

As a web user in the Excavator—Training 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.

(50 My Tickees [ Shiow Complsted Tickets
Tickets @ Sifilter by Ticket Mumber

Expiring Ticksts @

BRITTORFIELD PRWY,

n Map : ERTITCAFIELD PRWY,
COLLAMER RO,

e Status @ RYRD

DEWITT

Resufis: 1

ADDITION 12380 £6/37/2020 0700 AM DSHY SAFE EXCANATING 0143000006

You also have a secondary ticket menu on the left-hand
side on this ticket dashboard screen, in which you can use
to filter (based on permissions).

My Tickets
My Office Tickets
My Company Tickets

Here, you can click to view

All tickets from the past 60 days

Tickets close to expiring

Tickets on a map (using your current location)
Response status of tickets

(@) My Tickets (O My Office Tickets () My Company Tickets

Tickets @ QFilter by Ticket Number  re!

*Past 60 days Min 5 characters required

Expiring Tickets

*In the next 5 days
My Tickets on Map P A 786 MORRIS PARK

Response Status SENEIER

4008 DUTTON RD

16 MUNGER ST

E BUFFALO ST,

E BUFFALO ST,
RIDGEFIELD DR,
WASHINGTON ST
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Excavator—Training Role Utilizing the Ticket Dashboard

Clicking the three dots next to a ticket gives you the option
to quickly view certain aspects as well as take a few quick
actions on that ticket. In this role, you have several options
on tickets in your dashboard based on the ticket status.

If your ticket is still in the Suspend status, it is still awaiting
review from Dig Safely New York. On those tickets, you can
use your three-dot menu to:

View the Ticket
Mark your work as completed
Edit the ticket
Because the ticket is still in Suspend status, you can make

any necessary edits to the ticket before it is sent to the
Member Utilities.

Following Dig Safely New York’s review of your Suspended
tickets, these tickets move to a Completed status.

For those tickets in your dashboard, you can use the
three-dot menu to:

View the Ticket

View the Utility Responses
Mark your work as completed
Print the Ticket Text

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

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

BRITTONFIELD PKWY,
COLLAMER RD,

View Ticket

v

Work Completed

Edit

BRITTONFIELD PKWY,
COLLAMERRD,

View Ticket

v

View Responses

Work Completed

Print Text
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Clicking the View Responses in the three-dot menu will pop up a new window over your dashboard to display the
responses from the notified Service Area(s)/Utilities for this Location Request.

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

In this window, you can see which utilities were notified, their response, and comments associated with their response.
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:{ FIBER TECHNOLOGIES
NATICAIAL GAIE | CINTRAL | LEETR
NATIGHAL GRIE | CENTRAL | G5

NYS DOT SYRALLISE REGION 3

NYS THRUWAY AUTHORITY | 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 Reﬁpnnqeﬁ and Ticket Events
all responses and ticket events at the tOp of the window. Fiter: (@) showan (16) () Currentonty (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
i 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 Ve rS|OnS Created No Response, DIG SAFELY NEW YORK | CALL CENTER
Current ¥
When responses were viewed e 1T ot b e
When utilities entered responses P s
Mo Response, LEVEL 3 COMMUNICATIONS
And mOI’e Current
No Response, LIGHTOWER FIBER TECHNOLOGIES
Current e i
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Excavator—Training 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
the work on this Location Request. To add tickets that you

)
NNY DIGGER

@ |pa

(@) My Tickets Show Completed Tickets

Tickets @

¥Pasc 60 days

S Filter by Ticket Number,  réset
Min & chararters reuired
DL DN LOLLY IV,

Expiring Ticket BRITTONFIELD PKWY,
have marked as Work Completed back to your dashboard #11 Uhe nes{ 5 days i COLLAMER RD B
view, click on the Show Completed Tickets checkbox My Tickets on I wrT
above your ticket list. Response Statt View Ticket Brr
. w
B View Responses il
v Work Completed
& Print Text
5) My Tickets ¥ show Completed Tickets
Tickets @ QFilter by Ticket Number reset
*Past B diys Mir 3 characlers reguired
Expiring Tickets W T b Niiribie:
*n the next 5 days " L e sl
T . BRITTONFIELD PK\
Y 1ic ets ¢ - ADDITION 123ABC 05/27/2020 07:00
— COLLAMER RD,
View Ticket

B View Responses

v Work Not Completed

& Print Text

If you accidentally mark a ticket as Work Completed,

find the ticket by clicking the Show Completed Tickets
checkbox to bring all your tickets back to your dashboard
view. Then, click on the three-dot menu for that ticket and
click, Work Not Completed. Now your ticket will remain in
your dashboard.
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Excavator—Training 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

DANNY DIGGER &3 £ &

O sh

2! My Tickets

Tickets @
o Results: &
06010-000-024
0B010-000-004
05250-000-018
05250-000-013
05250-000-011
05220-000-080
05270-000-010

05220-000-080
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Rol

The Excavator—Tickets Role is the most basic role for web
users in Exactix following the training period. All Location
Requests created in this role will be in a Complete status
upon submission and immediately released to notified
Member Utilities.

Users in the Excavator—Tickets Role have access to
submit Regular/Legal Location Requests with dig sites
being either Street/Address, at an Intersection, or
Between Intersections. Users in the Excavator—Tickets
Role can also map their dig sites using manual mapping
tools.

The Excavator—Tickets Role gives users the permission to
view all Location Requests placed by that user, as well as
all Location Requests in which that user has been assigned
as a Field Contact. These users can view Automated
Positive Responses (APR) for their submitted and assigned
Location Requests.

:: Explanation of Role

There is one special function users in the Excavator—
Tickets Role have within the Exactix System. This function
is called Locate Again. The Locate Again function can

be used for Location Requests that need new mark-outs
for the exact same dig site. Perhaps a job was delayed, or
utility mark-outs were washed away in a storm. The Locate
Again function is intended to be a quick and easy way to
request another mark-out. This function can be completed
on any existing Location Request visible to the user in the
system right from the ticket dashboard.

Let’s take a visual look at how a user in the Excavator—
Tickets 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 Complated Tickats

Results: 0
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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.

DANNY DIGGER =

Cantact; DANNY DIGGER
e (315) 4377294 oo
Contact information Help
& EEZOO
a8
[+ ]
B
B
7]
2
s]
=
- o
DOIGGERDSAFEEXCAVATING.COM
o
Pe hister fes Sdrntby
' - Syracuse  ndida Springs,
Excavator [ Site Contact Information surdiny DO L] &
MNEW: YORK ke
@ b e
o p
Y 2 @
Dates @
Wtk St Dats and Tin  D5/27/2020 07:00 A @
W ompleted by 08/27/2000
L P ek, t Ly 06f10/2020
P Regular
Site Infarmation
L Type StreetfAddress
hoe n
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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.

Contact Information

154991

DANNY DIGGER

DSHY SAFE EXCAVATING

17116
fice Name

SYRACUSE OFFICE

CONTRACTOR >

ENVIRONMENTAL CLEAN-UP -

\ddress |

6706 COLLAMER RD

Address 2

EAST SYRACUSE MY 13057

(315) 437-7394

Type ¥ Alternate Contact #

DDIGGER@SAFEEXCAVATING.COM

Type ¥ Alternate Contact #

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.

Cell [ternate Contact #

Email

Phone

Type Alternate Contact #

Cell v

Email

Email

NSMITH@SAFEEXCAVATING.COM
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Excavator—Tickets Role :: Submitting a New Location Request

Excavator / Site Contact Information

Following the Contact Information section, the form will move you to the Excavator/Site Contact Information section.
There are three pieces of information this section addresses.

m The field contacts
= Who you are doing the work

= Job number

'Excavator / Site Contact Information

= Field Contact Fhone Email

onal Contact

Who ate you doing the Wark for

Jab 1D if you have ane

Field Contact

A field contact is the individual that can be contacted if there are questions related to the ticket or jobsite. Upon clicking on
the Field Contact text box, a dropdown list of people associated with your Company will appear. You can choose someone
from this list or input a new contact. If you are manually entering in a Field Contact, please ensure that you include a
phone number and email address. If the utility companies or their locators have any questions, the Field Contact is the
person they will reach out to.

Excavator ," Site Contact Information
Fle '.I)I Contact
- | Phone Emaif
9134  MARY DOZER DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE |
T (222) 555-1234 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
i 73148 KEVIN SHOVEL DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
— (315) 555-5555 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
ok 73151 NICK HANDY DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
= (315) 437-7394 6706 COLLAMER RD, EAST SYRACLUSE, NY, 13057, DNONDAGA
73152 JOHN DOE DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
Wor (315) 437-7394 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
WH o 73169 JANE SMITH DSNY SAFE EXCAVATING (154991) - SYRACUSE DFFICE
TvE (315) 437-7394 706 COLLAMER RD, EAST SYRACUSE, NY, 13057, DNONDAGA
Ant
Ayl 7374 MARYDOZER DSNY SAFE EXCAVATING (154991} - BUFFALO OFFICE
{ (222} 555-1224 3637 UNION RD, SUITE 6, CHEEKTOWAGA, NY, 14225, ERIE
Field Contact Phone Email
— STEVE DIGGER (3‘| 5) 437-7394 SDIGGER@SAFEEXCATVATION.C
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Excavator—Tickets Role

Within the Exactix system, you now have the ability to
enter more than one Field Contact on your Location
Request. To do this, simply click on the Add additional
Contact text under the first/primary Field Contact entered.
The system will generate the same list for you to choose
from, or give you the ability to manually input a new
contact.

If you select or type in a person, then decide to delete that
contact, make sure you click the minus symbol to the left
of the name field. This will ensure you can successfully
submit your Location Request. If you do not do this, and
leave the field blank after previously having information
entered, you will receive an error message when trying to
submit your Location Request.

Working For

This is the person, contractor, organization, or utility
company who hired you to do the work. For example,

if you are doing the work for a homeowner, you would type
in their name (i.e., Jane Doe). If you were doing the work
for a business, you would type in the name of that business
(i.e., Doe’s Supermarket).

If you are doing the work for a utility that is a member of
Dig Safely New York, the system will generate a dropdown
list of possible matches as you are typing in your response.

:2 Submitting a New Location Request

Excavator _/ Site Contact Information

= Field Contact

= Field Contact

Field Contact

— JOHN DOE

Neld Contact

STEVE DIGGER

Who are you doing the Work for

JANE DOE

Who are you doing the Work for

DOE'S SUPERMARKET

Who are you doing the Wark for

NATIONAL FUEL GAS (NFG)
TOWN OF NORTH ELBA (TWN N ELBA)
TOWN OF NORTH SALEM (TWN N SALEM)
NIAGARA FRONTIER TRANSPORTATION AUTHORITY (NFTA)
TOWN OF NORTH CASTLE (TWN N CASTLE)
VILLAGE OF NORTH HORNELL (VIL N HORNELL)
NEW YORK STATE ELECTRIC & GAS (NYSEG)
D, VILLAGE OF NORTH COLLINS (VIL N COLLINS)
| N CHAUTAUQUA LAKE [ PPD SEWER DISTRICTS (N CHTQU LK SWR)
VILLAGE OF NORTH SYRACLISE (V1N SYRACLISF)

ZAtinn rannoct avniear Faunre danc ANE oo b

nefinianan
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Excavator—Tickets Role :: Submitting a New Location Request

Job Number Job ID if you have one
New to the Location Request form is the Job Number field. |

This is a custom field that allows you to write in numbers
or text to better associate your jobs/projects with the

respective Location Requests.

Job ID if you have one

123ABC

Work Type

Now, we move on to the Work Type section of the form. Here you enter in the type of work you are doing, the type of
equipment you are using, and answer two specific questions about drilling and explosives, as Member Utilities could have
special processes and procedures to follow if you are doing either on the jobsite.

Work Type

What type of Work?

What tvpe of Equipment?

Any horizontal drilling or boring being done? Boring h

Any Explosives or Blasting being used? Blasting b

What Type of Work?

Work Type
In this field you can either select from the dropdown the WWhat oyme of Work
type of work you are doing, or you can enter a type that is |
not listed. You can access the dropdown by either clicking HBRTTION
on that field, or by typing in the first few letters of the work ARCHAEOLOGICAL SURVEY
type you are doing. Make sure you select the suggested BASEMENT WATERPROOFING
type of work by clicking or pressing enter/return on your BORING
keyboard. More than one option can be selected or typed BUBBLER REPAIR
into this field. Enter all that apply to your Location Request. BUILD BIKE TRAIL

E BUILD RETAINING WALL

Work Type

What type of Work?

ADDITION € NEW DECK
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Excavator—Tickets Role :: Submitting a New Location Request

What Type of Equipment

In this field you can either select from the dropdown the type of equipment you are using, or you can enter a type that is
not listed. More than one option can be selected or typed into this field. Enter all that apply to your Location Request.

You can access the dropdown by either clicking on that field, or by typing in the first few letters of the equipment type you
are using. Make sure you select the offered type of work by clicking or pressing enter/return on your keyboard.

Wha t rype Of Equ,f-pm en I'.? What type of Equipment?

AIR COMPRESSOR

What type of Equipment? AIR KNIFE

ASPHALT RECLAIMER / MILLING MACHINE
BACKHOE €3
AUGER

), BACKHOE

What type of Equipment? BOBCAT,/ SKID STEER

BORING MACHINE

BACKHOE €) SHOVEL MINI EXCAVATOR BREARER

BULLDOZER

>
— __CABLF PLOW

Dic Sita Tuna: Ctraat/Addracc

Any horizontal drilling or boring being done?

In this field, use the dropdown to answer whether you will be horizontal drilling or boring at your jobsite.

Any horizontal drilling or boring being done E
No
Any Explosives or Blasting being used? Blasting -
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Excavator—Tickets Role :: Submitting a New Location Request

Any Explosives or Blasting Being Used?
This is also a Yes or No question that is answered using a dropdown.
If you answer Yes to this question, a popup will appear asking you to confirm that you will be using explosives or

blasting. If you select No on the confirmation popup, the field will auto-populate to a No answer on the Location
Request creation form.

—~

Any Explosives or Blasting being used e

No

Confirm Using Explosives or Blasting

Are you sure you will be using explosives or blasting?

v/ VYes

Blasting

Any Explosives or Blasting being used? No
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Excavator—Tickets Role

Dates

:2 Submitting a New Location Request

The next group of questions in the Location Request creation form are for the dates of your job.

As a web user in the Excavator—Tickets Role, you only have the permissions to submit Regular/Legal Location Requests.
As a result, the fields in this section automatically default to the requirements of a Regular ticket type.

Dates

Work Start Date and Time: 9§/27/2020, 07:00 AM &

Estimated Work Complete Date: (5/27/2020 &

Priority/Ticket Type: Regular -

Location request expires if work does not start by: 06/10/2020

Work Start Date and Time

By default this will be the legal time frame based on the
current date you are filling out the Location Request.
This is two (2) full business/working days, not including
holidays or weekends. To change the date and time that
you plan to start your job, click on the start date and then
click on the calendar icon next to the pre-populated date
and time. Use your mouse to select a new date on the
calendar view and click the arrows to change the time.
Regular/Legal Location Requests must be submitted at
least two-full working days, not including the day of the
request, weekends, or holidays, but less than ten (10)
business/working days of your planned start date.

If you select a date outside of the legal time frame

(2-10 working/business days), you will receive a red error
under the Work Start Date and Time field that specifies
the dates in which you can choose as a legal start date.
You will not be able to submit your Location Request until
you have a legal start date entered.

Work is Estimated to be Completed By

In this field you will identify the date that you think work will
be completed by. Use the calendar icon to again change
the date of your estimated completion date. If you do not
change this date, it will remain as the same date you have
set for your work start date.

Wk Srart Date and Time: psf27/2020, 07:00 AM  #
< May 2020 = >
Estimated Work Complete O
T Wl Th 2 |
Location request expires it ¥
1 z
PricrityfTicker Type: Regul: 3 4 5 5 7 a g
10 11 12 13 14 15 14

Site Information

oy
; = 7 18 19 0 (2 22 3
Dig Site Type:  Street/Addry

30

[= | R |

Work Start Date and Time: 06/19/2020, 07:00 AM &
Must be between 06/02/2020 12:00 AM and 06/11/2020 11:59 PM

Estimated Work Complete Date: §§/27/2020 @&
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Excavator—Tickets Role :: Submitting a New Location Request

Location Request Expires if Work Does Not Start By

The third field in this section informs you of when the
Location Request will expire if you do not start your job by
the date that you have indicated. You are not able to alter
this expiration date.

Priority/Ticket Type

All active web users in the Excavator—Tickets Role only
have the permission to submit Regular/Legal Location
Requests. A Regular Notice is when an excavator provides
at least two (2)-full business/working days, not including
the day of the request, weekends, or holidays, but less
than ten (10) business/working days.

Site Information

Location request expires if work does not start by:  06/10/2020

Priority/Ticket Type: Regular -

Priority/Ticket Type Regular

The site information section of the Location Request form is arguably the most important aspect of your Location Request.
In this section, you will be identifying your work area on a map using one of three different options:

m  Street/Address
m Intersection

m Between Intersections

Let’s take a look at how each of these mapping options work.

Site Information

Street/Address

Intersection

Between Intersections H

Place

Nearest Intersecting Street

Mearest Intersecting Street
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Street/Address
The Location Request creation form defaults the Dig Site Type to the Street/Address option for mapping.

Site Information
Dig Site Type reset

Street/Address v

Street/Address Place

Nearest Intersecting Street Nearest Intersecting Street

SIUCT LTITOUTTTIAALUIN i/rﬁgd T
. . - ress v ooty
Dig Site Type &8
County 6453-6499 CO RT 67, FWIPHT (ONONDAGA, 1Y) Place
Street/Address ON ess35459 CoRTe7 v = ononace v || DEWITT
— — 6466-6499 CO RT 67, WARNER [DNONDAGA, Y DE WITT
’ ; A 1193:2799 RT 67, ANSTERDA (SARATOGA NY)
State Coun Ly t/Aaq 0-2799 RT 67, AWSTERDA (MONTEOMERY, NY)
N Y ONTARIO — 0-3499 RT 67, AMSTERIAM (MONTGOME
0-1862 RT 67, BALLSTON [SARAT (]
est I ONONDAGA 6B1-2336 KT 67, BALLSTON LAK [SARATOGA, MY)
— — 0-1309 RT 67, LALLS 10N 594 (57
2RAA-3510 RT 67, FLLISKIR (RFNSSFLATR Y.
Fi
State

The state will always be greyed out and will default to “NY” for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which is serviced by the NY811 call center. If you are planning work in the
five boroughs of NYC and Long Island, contact NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county of the address in which your work is taking place. Once you
begin typing, possible matches will populate under the field for you to choose from. If you do not know the county of the
jobsite, skip to the Street/Address field.

Street/Address

Enter the address of the dig site. As you start typing in the address, a list of potential matches will appear in the dropdown,
with the closest matches being at the top. The Place and County is also displayed with the address and will populate
those fields when selected.

Once you begin typing in your address, you will notice the list of possible matches list the addresses within a range.
Choose the option that matches the range which your address exists, and the Place and County.

Place

The Place is the name of the city or town (municipality) in which your jobsite is located or associated. The Place field is
automatically populated based on the Street/Address you selected in the previous step. Please note that the Place may
be the municipality in which the taxes are paid to, and will not necessarily be the mailing address.
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Nearest Intersecting Street

If your address was found, you will need to select the near streets to the address. This information assists the utility
locators in finding the correct jobsite. A list of Nearest Intersecting Streets will be displayed once you have selected your
jobsite address. These choices also display how far in feet the street is from the address of your dig site. Select the Near
Street from the dropdown. You can enter up to two (2) Nearest Intersecting Streets.

_bares
RT 298 OFT
BRITTONFIELD PKWY 395 FI :_20
CO RT 251 496 FT 06/10/2020
FLY RD
Si CORT77 498 FT |
1481 1183 FT reset
LAW DR 1221 FT
COLLAMER CROSSINGS - -
COLLAMER CROSSINGS PKWY DEUWITT
ASPEN PARK BLVD
Nearest Intersecting Street
(449 FT)
Nearest Intersecting Street Nearest Intersecting Street
FLY RD
MBI RT 298 0FT
o ) BRITTONFIELD PKWY 395 FT
Additional Work Information — —
Are you working on both sides of street? FLY RD 496 ET

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

Is the excavation site marked in white? CORT 77 A98 FI
Locate Instructions:
Depth of Excavation:
Work Site Dimensions: Length: LAW DR 1221 FT th:
Comments:

1481 1183 FT

COLLAMER CROSSINGS 2382 FT
[1 save/Suspend COLLAMER CROSSINGS PKWY 2T
JASPEN PARK BRIV SIRGET
Nearest Intersecting Street Nearest Intersecting Streer
FLY RD BRITTONFIELD PKWY
(449 FT) (229 FT)
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Mapping

As you are entering the Dig Site Information, the mapping process will automatically start and can be viewed in the panel to
the right of the Location Request creation form. After you have completed filling in the required information, the dig site will
be displayed in blue and the near street(s) in red.

DANNY DIGGER 12

it DANNY DIGGER ! ]
fosel (315)437-7304 ® dbort/Giscare

Contact Information Mg Heip

TITE ampany 107 154991 officn It 17116 =
DANNY DIGGER ar DSNY SAFE EXCAVATING 1ifice: SYRACUSE OFFICE C e (0] § w9
Ty CONTRACTOR Iy ENVIRONMENTAL CLEAN-UP a
706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA N =}
e {315)437-7394 ¢
0 DDIGGERESAFEEXCAVATING.COM =
Excavator | Site Contact Information g
! BUILDING GARAGE
.
Jets an Time) 6/02/2020 07-00 AM
Type: Regular
Site Information
Street/Address
; i §
ONONDAGA =
-
6706 COLLAMER RD} OE WITT -]
o 9 + 2
=
FLY RO BRITTONFIELD PRWWY z

rk Infarmation
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Intersection
If you are working at an intersection, select Intersection from the Dig Site Type dropdown menu options.

Site Information
Dig Site Type
Intersection v

Street/Address Place

Cross Street

Frate

Dig Site Type Site Information N ONONDAGA
5 ; Dig ste Type Gl
Inte rsectl On Intersection v COLLAMER CIR, DF WITT (ONONTAGA, NY) Place
State County COLLAMER DR, [F WITT (DNONDAGA, NY) DE WITT
COLLAMER RD, F WITT [DNONDAGS, NY)
I c NY oN| SIS DE WITT
rare ouni A COLLAMER RD, KIRKVILL (INONDAGA, Y)
ONEIDA COLLAMER RD, M AMLIUS {ONCNDAGA, MY}
SFF’EE'E‘/AG COLLAMER DR, IRONDFGUCIT (MONROF, WY
NY ON ONTARIO -
COLLAMER DR, MALTA (SARATOGA, NY)
Cross Strt  ONONDAGA COLLAMER RD, MALTA [SARATOGA, NY)
n COLLAMER RD, FARNA (MONRGE, Y]
_COLLAMER AVE, 14| T4 [SARATOGA, MY

State

The state will always be greyed out and will default to “NY” for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which is serviced by the NY811 call center. If you are planning work in the
five boroughs of NYC and Long Island, contact NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county of the street in which your work is taking place. Once you begin
typing, possible matches will populate under the field for you to choose from. If you do not know the county of the jobsite,
skip to the Street/Address field.

Street/Address

In this field, enter the name of just one of the streets of your intersection. As you start typing in the name, a list of potential
matches will appear in the dropdown, with the closest matches being at the top. The Place and County is also displayed
with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in which your jobsite is located or associated. The Place field is
automatically populated based on the Street/Address you selected in the previous step. If your street was not found, then
type in the name of the Place associated with your dig site and tab to the Cross-Street field. Please note that the Place
may be the municipality in which the taxes are paid to, and will not necessarily be the mailing address.
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Cross Street

A list of streets that intersect with the road you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the intersection where the digging will take place.

Cross Street
CO RT 86
Al KINNE ST nformation
RT 298 both sides of street?
Are vou workina within 25ft of the edae of the street?

If the intersection you are digging at is not found, a message will appear that states “intersection not found.

Street/Address
COLLAMER CIR

intersection not found
Cross Street

KINNE ST

Dig site Type
Intersection v

reset

State County

NY ONONDAGA

Streat/Address

COLLAMER DR DE WITT

Lross Street

KINNE ST

Place
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Mapping
As you are entering the dig site information, the mapping process will automatically start. After you have completed filling
in the required information, the dig site will be displayed in blue.

it DANNY DIGGER ! ]
fosel (315)437-7304 W bsort/Biscard

Contact Information

7378 ompany 1L 154990 affica It 17178

it DANNY DIGGER an DSMY SAFE EXCAVATING IF SYRACLISE OFFICE

v CONTRACTOR Fdusry. ENVIRONMENTAL CLEAN-UP
ET06 COLLAMER RO, EAST SYRACUSE, NY, 13057, ONONDAGA

sl {315)437-7394

m =

ma DDIGGERESAFEEXCAVATING.COM

Excavator [ Site Contact Information

BEEDEE mE B

Wark Type
I BUILDING GARAGE

e Clsts an Tirme| 06/02/2020 07-00 AM
y(Tickst Tyne: Regular

Site information
I.naersenion - . b3on-s399 Collamer or
ONONDAGA

COLLAMER DR DEWITT

L]
1o-pt89
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Between Intersections

:2 Submitting a New Location Request

You can define your work area by using two intersections. If you are working on properties or a roadway for a continuous
dig, select Between Intersections from the Dig Site Type dropdown menu. You will notice the form will change so that
you can identify two (2) intersections to find the specific area on the street where you will be performing work.

Site Information
Dig Site Type
Between Intersections v

Street/Address

Place

Cross Street

State County

Street/Address

Place

Cross Street

ng Site Type E.éﬁwr‘eer:n.lntersections v
Between Intersections v N 0
ORLEANS
State Street/Ad
——— ONEIDA
NY County Cross st OTSEGO
i ORANGE
NY
ONTARIO
Street/Address S -
ONONDAGA
Cross Strees
State County

The state will always be greyed out and will default to “NY”
for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which

is serviced by the NY811 call center. If you are planning
work in the five boroughs of NYC and Long Island, contact
NY811 at (800) 272-4480.

The next field is the County field. Start typing in the county
of the street in which your work is taking place. Once you
begin typing, possible matches will populate under the field
for you to choose from. If you do not know the county of
the jobsite, skip to the Street/Address field.
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Street/Address

In this field, enter the name of the street in which you plan
to work.

As you start typing in the name, a list of potential matches
will appear in the dropdown, with the closest matches
being at the top. The Place and County is also displayed
with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality)
in which your jobsite is located or associated. The Place
field is automatically populated based on the street you
selected in the previous step.

If your street was not found, then type in the name of

the Place associated with your dig site and tab to the
Cross-Street field. Please note that the Place may be the
municipality in which the taxes are paid to, and will not
necessarily be the mailing address.

Site Information

Between Intersections

ONONDAGA

BRITTONFIELD

A

rreEETEL .l bbb b A e

W e srrmess s

BRITTONFIELD PKWY, DE WITT [DNONDAGA, NY)
BRITTON PL SaL11
BROADFIELD RD. |
BROADFIELD RD. MAn
BROADFIELD RD. FOMPEY (DMONT A, NY,

BROOKFIELD RD, MATTYD
BROOKFIELD RD, 54
HADDONFIELD D

HADDONFIELD PL. DE WIT

Place

DE WITT

DE WITT
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Cross Street
A list of streets that intersect with the street you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the first of your intersections.

If the Cross Street is not found, a message will appear that states “intersection not found.”

Once you have identified the first intersection, you will notice your County, Street/Address, and Place, has been
automatically populated into the second set of dig site information needed to identify the second intersection. Simply find
the other cross street to identify the second intersection.

Important Note — Since there is a possibility that the second intersection may be located in a different Place other than the
first intersection, you will be required to include Place information for that second intersection.

WY ONOMDAGA i i
S COLLAMER RD

ELD PR Y ONONDAGA

BRITTOMFIELD PRWY DEWITT,
COLLAMER RD 252 St
CORT7? COLLAMER RD
FLY RD gy CORTTI ‘mation
RT 298 FLY RD
(e — 7 398 of tt

IetEENemEnOrrsTETTarked 1 white?

Site Information

Between Intersections - reset

State Cournty

NY ONONDAGA

Street/Address Place
BRITTONFIELD PKWY DEWITT

Cross Streer

COLLAMER RD

Stare County
NY ONONDAGA
Street/Address Place

BRITTONFIELD PKWY DE WITT

FLY RD
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Mapping

As you are entering the dig site information, the mapping process will automatically start. After you have completed filling
in the required information, the dig site will be displayed in blue.

it DANNY DIGGER iy By i =
Il Phoae (31504377304 W bsort/Biscard

Contact Information Mg Heip

73178 ampany 10 154991 affica (K- 17118

it DANNY DIGGER ar DSNY SAFE EXCAVATING 1ice: SYRACLISE OFFICE

Jov CONTRACTOR Ineliisiry: ENVIRONMENTAL CLEAN-UP
706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA

el {3151 437-7394

e B
(O

&

%]

o]

4]

m =

DDIGGERBSAFEEXCAVATING.COM

Excavator [ Site Contact Information

BEEEE0
D

I BUILDING GARAGE

Between Intersections »

ONONDAGA

o A 389008
a

PIF.ILIIHO;JH_ELD PRWY DEWITT
COLLAMER RD

ONONDAGA Q
BRTTTONFIELD PKWY D Wit

FLY R
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Additional Work Information

The final section of the Location Request creation form is called Additional Work Information. This section collects
information that may impact the locate process for your jobsite.

‘Additional Work Information

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

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

Yes/No v
Is the excavation site marked in white? Yes/No g3
Locate Instructions: | pcate Instructions
Depth of Excavation: Depth  Units ¥
Waork Site Dimensions: Length: Length Units ~ Width: Width Units ~

Comments:  camments

Additional Work Information

Are you working on both sides of street?

Y —

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

Is the excavation site marked in white?

No

Unknown

Are you working on both sides of 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 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 25 ft of the edge of the street?

The “edge of the street” question notifies the utilities if the excavation is within the road or within 25-feet of the edge of a
street. Use the dropdown box to select Yes, No, or Unknown.

Is the excavation site marked in white?

Dig Safely New York and its Member Utilities recommend marking your jobsite in white (paint and/or flags) to assist the
utility locators in finding the jobsite on a property. Use the drop-down box to select either Yes, No, or Unknown, to indicate
if the dig site is marked in white. 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).
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Instructions

The Locate Instructions field is where you can designate where on the property you are performing the work. You can
either use the dropdown box to select where on the site you will be excavating, or you may type in your own description.
It is suggested to use the blank box to provide a specific description of your work area.

BRITTONFIELD PKWY
COLLAMER RD

NY, ONONDAGA, DEW.
BRITTONFIELD PKWY
FLY RD

Additional Work Im_‘_-

Are you working on bo
Are you warking within

Is the excavation site i1

NY, ONONDAGA, DE WITT

MARK A 25 FT RADIUS OF POLE #

NORTH SIDE OF THE ROAD BETWEEN CROSS STREETS AND BOTH SIDES OF THE RD AT THE CROSS CULVERT
NORTH SIDE OF THE ROAD BETWEEN MILE MARKERS

NORTH SIDE OF THE ROAD BETWEEN THE CROSS ROADS

NORTHEAST CORNER OF THE INTERSECTION

NORTHWEST CORNER OF INTERSECTION

POLE TO HOUSE

REAR OF PROPERTY

RIGHT SIDE OF PROPERTY WHEN FACING THE FRONT OF THE PROPERTY FROM THE ROAD

SIDEWALK IN FRONT OF PROPERTY

Locate Instructions:

Additional Work Information

Yas/Ng

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

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

Is the excavation site marked in white? Yes

Locate Instructions

Locate Instructions:  REAR OF PROPERTY TO THE LEFT OF THE SWING SET AS FACING THE HOUSE

Depth of Excavation:
Work Site Dimensions;

Comments: Comments

Depth  Feet
Inches

Length: Length Units ™~ Width: Width
Yards

Miles

Meters

Depth of Excavation

In the Depth of Excavation field, type in the approximate

depth of the excavation

blank box and then use the dropdown to select either Feet,
Inches, Yards, Miles, or Meters. If unknown, leave blank.

Work Site Dimensions

In the Site Dimension fields, type in the approximate length

by entering the number in the and width of the excavation by entering the number in the

blank.

blank boxes, and then use the drop down to select either
Feet, Inches, Meters, Miles, or Yards. If unknown, leave
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Roles and Permissions as an Exactix Web User

Excavator—Tickets 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.”

'Additional Work Information

Are you working on both sides of street? Yes/No el
Are you working within 25ft of the edge of the street? Yes/No X
Is the excavation site marked in white? Yes/No x

Locate Instructions: | peate Instructions

Depth of Excavation: Depth Units ¥

Comments
Comments:

Comments

Comments:  YSE GATE CODE 2345 TO ENTER THE PROPERTY

Comments

Comments: A MAP IS AVAILABLE TO LOCATORS UPON REQUEST

114 Complete Exactix Guide :: External Users



Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Completing Your Locate 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. You can also save the Location Request by clicking on the
Complete button at the top right-hand corner of the screen.

If at any time before you save your ticket you want to cancel the request, then click on the Abort/Discard button
at the top right-hand corner of the screen, or the Discard button at the bottom of the form.

Save as: | &/ Complete

DANNY DIGGER
[315} 437-7394

5706 COLLAMER A, EAST SYBACUSE, WY, 11057, ONONDAGA [ ] Abort/Discard
hane (3154377394

DDIGGERBSAFEEXCAVATION.COM

I DAM DIGGER i [315) 555-5555 Er DHDIGGERDSAFEEXCAVATION COM
t ine [315] 4377394 En DMMILLERESAFEEXCAVATION COM

e Contact Infarmation

CAVE MILLER
1For NATIONAL FUEL GAS
123480
Work Type

b ADDITION
BACKHOE

BEEEES oo B

W done? Mo
it N

1T DSIAT020 0700 AM
L Tl ny DS/29/2020
tetart byl O610/2020

g Gite Type:  Between Intersections
NY, ONONDAGA, DE WITT
BRITTONFIELD PRWY

COLLAMER AD

NY, ONGNDAGA, DEWITT
BRITTOMFIELD PRWY Q
FLY RO

Ay BERS-DOEY

Additional Werk Information

Ho
o
Yes

rkied it kit
REAR OF FROPERTY TO THE LEFT OF THE SWING S5ET A5 FACING THE HOUSE
ZFeet

it & Feet

AMAP 1S AVATLARLS
v Save/Continue W Discard
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Verify Location
Once you click on the Complete or Save/Continue button, you will be taken to the Verify Location page.

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

3 b NATIONAL FUEL GAS

BACKHOE
jor BT g done? No
d! o

Time. D5/Z7/Z0207:00 AM Estimatid Work © 10 Dt 05/29/2020
i wiark does not start by D6/10/2020
I Type Regulas

gy il Between Intersections
ite MY Nty ONONDAGA
BRITTONFIELD PEWY | COLLAMER RD
BRITTOMFIELD PEWY o FLY RD

Additicnal Work Information

17 Mo
el

ton sitw prarked in white? Yos
Cage s i REAR OF PROPERTY TO THE LEFT OF THE SWING SET AS FACING THE HOUSE
th: I FT ant: 12 FT itk & FT

AMAR [5 AVAILABLE TD LOCATORS UPDN REQUEST

@ Back to Ticket
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Affected Service Area

Once you have verified the information is correct, you will go to the Affected Service Areas page. This page will list the
Member Utilities that will be notified to mark or clear their lines in the area where you plan on excavating. The Comments
field will show any information you input into that field when entering the locate information on the Location Request
creation form. You can also add additional comments in this field.

@l Affected Service Areas

o Ragutar Start Tier OS{2T/2020 0700 AM X
06/10/2020 11:59 PM Lomments: A MAP 1S AVAILABLE TO LOCATORS UPOMN REQUEST

Utiliry Typelsh Contact

BUCKEYE PIFELINE COMPANY BALL MACHHNICS
FETROLEUM FIPELINE it

D0 SAFELY NEW YORK | CALL CENTER - STEVE CO0K
! LECTAIC, Al TORM SENER
. ELECTRIC, ABER. SANITARY SEWER, STORN SEWE H1a] 16 rse

ELANTIC TELECOM INC BER WINDSTREAM DAMASE PREVENTICN DESIGN CONTACT
309 289-1501

G5 SECLIRE INTEGRATION LLC J— MARS BRADFIRD
RS AT [518) 3626060

LEVEL 3 COMMUMICATIONS f— LEVEL 3 CABLE PROTECTION MANAGEMENT
. 1477) 3608344 53

LIGHTOWER FIBER TECHNDLOGIES i LIGHTOWER STAKEDLIT COMTACT CENTER
1801] 3641063

MATIOMAL GRID | CENTRAL | ELECTRIC Ak NATIDNAL GRID PREMIER LEVERAGE
|866) 307-3010 43

MATIONAL GRID | CENTRAL [ GAS i NATICHAL GRID PREMIER LEVERAGE
(4661 307- 5310 <5

RS DOT SYRACUSE REGIOA 3 - MARTY GRWORECK]
TRAFFIC SIGNALS il

WS THRUMWAY ALTHORITY | SYRALUSE CULVERTS, FLECTRIC, FIBER, SANITARY SEWER, STORM SEWER, TELEPHONE. THAFFIC SIGNALS. BARRY CARSFORD
@ WNTER: (315} 4382378

CNEIDA COUNTY RURAL TELEFHONE FIBER, TELEPHONE fﬁ:’.;;:m? K216

OMONDAGA COUNTY DERT OF WTH ESNVIRDNAENT FROTECTI DRAINAGE, SANTTARY SEWE mﬁfﬂ;ﬂm OF WIR ENVIRO PAOTECTION

GEORGE S GERMAN §&

OMONDAGA COUNTY WATER ALTHORITY
" [315] 4557061 x3122

WATER

TIREE WARSER CANLE | SYRACLISE ATV, FIBER ::‘?L:I;:;c;ﬁ:.u

TOMNA OF CEWITT MATT REFNOLDS
T {3151 4463738 158

Need to review your ticket?

. . : . : Back to Ticket +/ Send Ticket
If you want to review the ticket information again before [ O BacktoTicke ) e e

sending your request, you can click on the Back to Ticket
button. This will take you back to the main screen where
you can revise your Location Request if necessary.

When you are ready to submit your locate request, then o
click on the Send Ticket button.

".
-
1)
] i
am

! 9
g
g
9
. a
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Submitting a New Location Request

Ticket Saved

After clicking on the Send Ticket button, the following screen will appear that confirms your ticket has been saved and
provides you with your Ticket Number. If you provided an email address on your Location Request, you will automatically
have a copy of the ticket emailed to that address.

Ticket Saved

Your tickel number is: Excavator 1D: Company ID:

05270-000-010 73178 154991

Version: 0
Send a copy of the ticket {o the caller;
Emall Adelress

0O By email DDIGGER@SAFEEXCAVATING.COM

4+ Create Another Locate Regliest | B glose

More Locates?

If you have more locates to enter, then you can click on the

Create Another Locate Request button. If you are done, + Create Another Locate Request
then click on the Close button and you will be taken back

to a screen displaying the last Location

Request you entered. [ [x] Close ]

Location Request Status Status: Com p| ete

In the Excayator—Tlckgts Rple, all submitted Location Function: New
Requests will be submitted in a Complete status.

Notify By:  Parcel
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Utilizing the Ticket Dashboard

As a web user in the Excavator—Ticket 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 st ‘Dashbaard

|| 21 My Tickets [ Show Completed Tickets

'.rurk.?rt. ® E .2-5 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 06310-000-004

6706 COLLAMER RD DEWITT LANDECAPING mw 06/04/2020 07:00 AM DENY SAFE EXCAVATING 05290-000-018

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

' 6706 COLLAMER RD DE WITT BUILDING GARAGE 123ABC 06/05(2020 07-00 AM DSNY SAFE EXCAVATING 05290-000-011

S 6706 COLLAMER RD DEWITT BUILD BIKE TRAIL 05/Z6(2020 07:00 AM DEMY SAFE EXCAVATING 05220-000-080

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

i &706 COLLAMER RD DEWITT BUILD BIKE TRATL 05/26(2020 07:00 AM DSNY SAFE EXCAVATING 05220-000-0E0

. (&) My Tickets My Office Tickets My Company Tickets
You also have a secondary ticket menu on the left-hand = O wmy Qb i
side on this ticket dashboard screen, in which you can use Tickets @ e Skl
. R ilter icket Number re
to fllter (based on perm|SS|OnS). *Past 60 days Min 5 .cha{atte.ers.-l'ﬁr.;.u-ire.d o
m My Tickets Expiring Tickets
m My Office Tickets *In the next 5 days
m My Company Tickets My Tickets on Map 2 R 786 MORRIS PARK
Here, you can click to view: Response Status : AVENUE A
All tickets from the past 60 days
. . ; 4008 DUTTON RD
m Tickets close to expiring
= Tickets on a map (using your current location) : 16 MUNGER ST
m Response status of tickets
E BUFFALQ ST,
. E BUFFALO ST,
' RIDGEFIELD DR,
WASHINGTON ST
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role

Clicking the three dots next to a ticket gives you the option
to quickly view certain aspects as well as take a few quick
actions on that ticket. In this role, you can use the three-dot
menu to:

View the Ticket

Find All Related Tickets

View the Utility Responses
Mark your work as completed
Locate Again

Print the Ticket Text

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

il DANNY DIGGER
1315)437-7394

w6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
1315) 4277304

DDIGGERSSAFEEXCAVATION C0M

Excavator | Site Contact Information

JOHN DOE t 1315 5553555
* STEVEN DIGGER |315) 437-7304
v 7° NATIONAL FUEL GAS
D 1234BC

i ADDITION
il BACKHOE

o of btifg belog tone? - Ko

17 N
Pates
il Tl 05{27/2020 07:00 AM
o cornpleted by 05/29/2020
¥ i O6{10/2020

e Regular

Site Infarmation
Dig ype: Between Intersections
KY, DNONDAGA, DE WITT
BRITTONFIELD PRWY
COLLAMER RD
WY, ONONDAGA, DE WITT
BRITTONFIELD PEWY
FLY R

Additional Work Informatlon

i sit pratked inwhit
" REAR OF PROPERTY TO THE LEFT OF THE SWING SET AS FACING THE HOUSE

Site Dirn or Length. 12 Feet
i A MAP 15 AVAILABLE TO LOCATORS UPON REQUEST

| savelsusiend | W Discord

iz Utilizing the Ticket Dashboard

PN 406 HINSDALE RD

View Ticket D PKWY,
_ D PKWY,

Find All Related

& View Responses

v Work Completed
Locate Again

& Print Text

:RD

CA

DE

CH

CH

CA

Frmal |DOE@SAFEEXCAVATION.COM
il SOIGRERESAFEEXCAVATION COM

Vo5

3 Feet

it G Feet

DANNY DIGGER ==

Felp
= (i 29 (7]
g
:E“’ = ‘P"?
=
=

Q

m
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role

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

The View Most Recent option will appear on tickets that
have more than one version. Clicking the View Most
Recent will also bring you to the full ticket submitted, but
ensures you are viewing the most recent version of that
Location Request.

Clicking the Find All Related option will change your
dashboard to only list the summary of those tickets related
to each other. Again, this option only appears on Location
Requests that have more than one version, or are linked
on the backend in some capacity due to an addition,
correction, or damaged/discovered line on a ticket.

iz Utilizing the Ticket Dashboard

Complso

T New
G020 DBAT A friy Porcel
i Ticket Tesa Senice Areas Responses
intact Enformation
5057 oy Iy, 7579
a1 WICKENIIE nacry: DG SAFELY
HOWGAK NEW YORK
spary. Ty, CONTRACTOR
L &7D6 COLLAMER RD, EAST SYRACUSE. MY, 13057
(E00] 962-T56E

Dalveries

hok 1 1644
T EAST SYRACLEE &

Retsiins

ri: EXCAMATOR

Sithan <

+ ADDITION
ert CABLEFLOW

n
Type ¥ Number  Strest Place
G708
i 07/09/20...  (07050-000-
/5 A
iy : . Emergen... 05:06 P os0 ESLLAM DEWITT
View Ticket
View Most Recent Version
Find All Related
atl Find All Related
B View Responses
S Print Text
R Fiter by Tickes Number  Viswlng related tckets Go bk 1o the |net fits .4} 25
= Results: 2
YRS i~ :J Al La 2R it ared 124 _ SNCEOr
E70% DG DG
i 7520, OT100-000- AT/15/20... Lacate
= Aegul, COULAM.,, DEWITT SAFELY Ly
b oTODAM D03 - Nowvomc TEOUAM B e e
H706 DiG oiG
% TG0, 07080-000- 07,/09/20..,
S Emurgen, TOLLAM.., DEWITT  SAFELY : SAFELY New
' 05:06 PM 050 RD NEW YORK U306 PM NEW YORK
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Roles and Permissions as an Exactix Web User

Excavator—Tickets 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

DI SAFELY NEW YORK | CALL CENTER
ELANTIC TELECOM INE

G5 SECURE INTEGRATION LLE

LEVEL 3 COMMUNICATIONS
LIGHTOHER FIBER TECHNOLOGIES
Nﬂl’ll‘.s.&lll G.FIU n’.f.r'\ﬂ'l.ll 1 ELECTRIC
NMIC.NM GRID n’.(vﬂ\dMl 1oas

NS DOT SYRACLISE REGION 3

NS THRUWKY AUTHORITY | SYRACUSE

CMEIDA COUSTY ALIRAL TELEFHONE

UNTY DEFT OF FROTECTI
CRONDAGA COUNTY WATER ALTHORITY

TIME WARNER CABLE | SYRACLISE

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 o Cufre-n[,n’Mmr Recent Respr_\nse tar each Service Area (®) Show all Réﬁpﬁnﬁ?ﬁ and Ticket Events
Show A" ReSpOnSeS and T|0ket Events at the tOp Of Filter: (@) showan (16) () Current onty (16} () Mo Response {16) % Show events (5)
the window. This will generate an audit list on the ticket Sk i i M i
and responses ) Event 05/21/2020 12:21 PM Version: Mew ticket saved with status Suspended and ticket type Req
Event 05/21/202012:31 PM . Version: 0 Ticket marked as Complete
. . Event 05/21202012:32PM  Version: 0 Ticket marked as Not Complens
YO u WI | I See : No Response, BUCKEYE PIPELINE COMPANY
. Current ILITEFYY
When the ticket was created Ho Responisa, DIG SAFELY NEW YORK | CALL CENTER
Current T AE
Any new versions created No Respanse, ELANTIC TELECOM INC
Current LR
When responses were viewed g?ﬂn;s“punse. 645 SECURE INTEGRATION LLC
When utilities entered responses Ho ieponesy et e
And more zm Respornise, LIGHTOWER FIBER TECHNOLOGIES
urrent - i
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Roles and Permissions as an Exactix Web User

Excavator—Tickets Role :: Utilizing the Ticket Dashboard

Clicking on the Locate Again option in the three-dot
menu allows you to quickly request a new mark-out for a
Location Request you had previously submitted. Locate Again

Work Start Date:  06/01/2020, 0700 AM 8

This function will pop up a new window over your Commens:
dashboard and ask you to select a new start date, )
defaulting to the first legal date. You can also add
comments to this Location Request within this window.
To continue, click the Save button. If you decide not to
proceed, click the Cancel button.

Clicking the Save button will pull up the Location Request
and corresponding map, asking you to verify the Location ey Locaion
Request. You also have the option to go back to the ticket
to make any necessary changes/edits.

Clicking the Above Information is Correct button will
bring up the Affected Service Areas information, giving
you a list of notified Member Utilities.

Your last step if to either click the Send Ticket button, or
the Back to Ticket button. Sending the ticket will give you
a new ticket number and you can view this Locate Again
ticket within your dashboard.

Ticket Saved

Wour tckat rumber is: Excavator 10; Company 10

05270-000-015 30312 154991

DDIGGER@SAFEEXCAVATING.COM

| & ciose
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Excavator—Tickets Role

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
the work on this Location Request. To add tickets that you
have marked as Work Completed back to your dashboard
view, click on the Show Completed Tickets checkbox
above your ticket list.

If you accidentally mark a ticket as Work Completed,

find the ticket by clicking the Show Completed Tickets
checkbox to bring all your tickets back to your dashboard
view. Then, click on the three-dot menu for that ticket and
click, Work Not Completed. Now your ticket will remain in
your dashboard.

iz Utilizing the Ticket Dashboard

(@) My Tickets
Tickets @
¥Pasc 60 days

Expiring Ticket

*1ri Lhie nexl 5 days
My Tickets on |

Response Statt

Show Completed Tickets

S Filter by Ticket Number,  réset
Min & chararters recuired
DML DN LELLY T I, [

BRITTONFIELD PKWY,
COLLAMER RD,

View Ticket

B View Responses

<

Work Completed

Print Text

\;5) My Tickets & show Completed Tickets

QFilter by Ticket Number reset

Min 3 characlers reguired

Tickets @
st B3 iy

HPast B3 ode

Expiring Tickets

*In the riext 5 da

My Tickets on Map

Response Status

View Ticket

BRITTONFIELD PK\
COLLAMER RD,

S LEed A Pl

ADDITION

jumibar Wark Start Dat

1Z3ABC 05{27/2020 07:00

B View Responses

v Work Not Completed

& Print Text
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Excavator—Tickets 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

Zeges DANMNYDIGGER @ & &

sy
ANNY DIGGER

a1 My Tickets O sh
Tickets @ 1 s -

b 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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Roles and Permissions as an Exactix Web User

Excavator—Design Training Role

All Design Location Requests created in this role will be

in a Suspended status upon submission and reviewed
for accuracy by Dig Safely New York’s Web Services
Team before being released to notified Member Utilities.
Following 15 days of successful submissions (regardless
of how many Design Location Requests are submitted per
day or if the days of submission are consecutive), users in
the training role will be moved to the Excavator—Design
Tickets Role, outlined next.

The Excavator—Design Training Role provides users

the ability to learn the system and submit Design Location
Requests in a controlled environment to adapt to proper
processes and procedures for submitting accurate Design
Location Requests.

Explanation of Role

Users in the Excavator—Design Training Role have access
to submit Design Location Requests with dig sites being
either Between Intersections, at an Intersection, or at a
Street/Address. Users in the training role can also map
their design sites using manual mapping tools.

Within the ticket dashboard, the Excavator—Design
Training 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 Excavator—
Design Training Role would submit a Design Location
Request and utilize the ticket dashboard.

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

1 Show Completed Tickets

QFilter by Ticket Number  rasel

4 6706 COLLAMER RD DEWIT

] 6681 COLLAMER RD DEWITT

iPa &706 COLLAMER RD DEWITT
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BUILD BIKE TRAIL

TNSTALL PARKING LOT 1134880

BUILD BIKE TRAIL

] 2

Results: 3

05/26/2020 07:00 AM DSMY SAFE EXCAVATING 05220-D00-0BD

06012020 07:00 AM DSMY SAFE EXCAVATING 0SZ70-000-010

05282020 07:00 A DSMY SAFE EXCAVATING 05220-000-080

127




Roles and Permissions as an Exactix Web User

Excavator—Design Training Role :

Submitting a New Design 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.

wact:  DANNY DIGGER votify By
(315) 437-7394 B abory/Discard
Map Help
Contact Information
[ ]
Q) L] i [0#10]7]
=
|
& L @
_ o
Aachezed i Saratiig;
5 L) Syt onaia Sprng
DDIGGERDSAFEEXCAVATING. COM . (i}
’ MEW, YORK: Ao
o
E ator | S bk Fofe o
Excavator [ Site Contact Information i ] o
Field Contact Phone Email
< @
Wark Type o
What type of work is being planned @
Dates
Work Start Date and Time;  06/05/2020.07:00 AM
et Type! Design n
Site Information
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Excavator—Design Training Role :

Submitting a New Design Location Request

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.

Contact Information
Excavator I Company 10
73169 154581
Contact Ve Company Name

DANNY DIGGER

DSNY SAFE EXCAVATING

12

17116

Company Type

Indltstry

ENVTF&ON[\*]ENT!\L CLEAN-UP b

DDIGGER@SAFEEXCAVATING.COM

CONTRACTOR >

6706 COLLAMER RD

Address 2

EAST SYRACUSE NY 13057

Primary Phone

(315) 437-7394

Type ™ Alternate Contact # Type ™ Alfternate Contact #

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.

Cell [ternate Contact #

Email

Phone

Type Alternate Contact #

Cell

Email

Email

| NSmith@SafeExcavating.com
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Submitting a New Design Location Request

Excavator—Design Training Role :

Excavator / Site Contact Information

Following the Contact Information section, the form will move you to the Excavator/Site Contact Information section.
There are three pieces of information this section addresses.

m  The Field Contact(s)
= Who you are doing the work for

= Job number

'Excavator / Site Contact Information

= Field Contact Fhone Email

Jnai wontact

Who ate you doing the Wark for

fab ID if you have one

Field Contact

A field contact is the individual that can be contacted if there are questions related to the ticket or jobsite. Upon clicking on
the Field Contact text box, a dropdown list of people associate with your Company will appear. You can choose someone
from this list or input a new contact. If you are manually entering in a Field Contact, please ensure that you include a
phone number and email address. If the utility companies or their locators have any questions, the Field Contact is the
person they will reach out to.

Excavator [ Site Contact Information
Fleld Cantact
- | FPhone Email
9124  MARY DOZER DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
+ (222) 555-1234 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
Wi 73148 KEVIN SHOVEL DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
i (315) 555-5555 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
Joh 73151 NICK HANDY DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
= (315) 437-7394 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
73152 JOHN DOE DSNY SAFE EXCAVATING (154591) - SYRACUSE OFFICE
Wor (315) 437-7354 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
WH o 73169 JANESMITH DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
Tvi (315) 437-7394 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, DNONDAGA
Ant
Al 7374 MARYDOZER DSNY SAFE EXCAVATING (154991) - BUFFALO OFFICE
{ (222)555-1224 3637 UNION RD, SUITE 6, CHEEKTOWAGA, NY, 14225, ERIE
Field Contact Phone Email
— STEVE DIGGER (31 5) 437-7394 SDIGGER@SAFEEXCATVATION.C
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Excavator—Design Training Role :

Within the Exactix system, you now have the ability to
enter more than one Field Contact on your Location
Request. To do this, simply click on the Add additional
contact text under the first/primary Field Contact entered.
The system will generate the same list for you to choose
from, or give you the ability to manually input a new
contact.

If you select or type in a person, then decide to delete that
contact, make sure you click the minus symbol to the left
of the name field. This will ensure that you can successfully
submit your Location Request. If you do not do this, and
leave the field blank after previously having information
entered, you will receive an error message when trying to
submit your Location Request.

Working For

This is the person, contractor, organization, or utility
company who hired you to do the work. For example,

if you are doing the work for a homeowner, you would type
in their name (i.e., Jane Doe). If you were doing the work
for a business, you would type in the name of that business
(i.e., Doe’s Supermarket).

If you are doing the work for a utility that is a member of
Dig Safely New York, the system will generate a dropdown
list of possible matches as you are typing in your response.

Submitting a New Design Location Request

Excavator _/ Site Contact Information

= Field Contact

= Field Contact

Field Contact

— JOHN DOE

Neld Contact

STEVE DIGGER

Who are you doing the Work for

JANE DOE

Who are you doing the Work for

DOE'S SUPERMARKET

Who are you doing the Wark for

NATIONAL FUEL GAS (NFG)
TOWN OF NORTH ELBA (TWN N ELBA)
TOWN OF NORTH SALEM (TWN N SALEM)
NIAGARA FRONTIER TRANSPORTATION AUTHORITY (NFTA)
TOWN OF NORTH CASTLE (TWN N CASTLE)
VILLAGE OF NORTH HORMNELL (VIL N HORNELL)
NEW YORK STATE ELECTRIC & GAS (NYSEG)
0, VILLAGE OF NORTH COLLINS (VIL N COLLINS)
| N CHAUTAUQUA LAKE [ PPD SEWER DISTRICTS (N CHTQU LK SWR)
VILLAGE OF NO.F.{TII-Ii SY.F_{%(‘I.IJSF (VILN S\’rRACUSF'r.

Catinn rannact ovnirac i e dooc nof octaort bagt

NE{10000
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Excavator—Design Training Role :

Submitting a New Design Location Request

Job Number Job ID if you have one
New to the Location Request form is the Job Number field. |

This is a custom field that allows you to type in numbers
or text to better associate your jobs/projects with the

respective Location Requests.

Job ID if you have one

123ABC

Work Type

Now, we move on to the Work Type section of the form. Here you enter in the type of work you are planning.

Work Type

What type of work is being planned?

What Type of Work is Being Planned?

In this field, you can select a type of work from the dropdown options, or you can manually type in an answer. You can
access the dropdown by either clicking on that field, or by typing in the first few letters of the work type you are designing.
Make sure you select the suggested type of work by clicking or pressing enter/return on your keyboard.

Work Type

What type of work is being planned?

ADDITION

ARCHAEDLOGICAL SURVEY

BASEMENT WATERFROOFING _

BORING Work Type
BUBELER REFPAIR
j BUILD BIKE TRAIL

© BUILD RETAINING WALL 1 ADDITION ° NEW DECK

BUILDING GARAGE

lo

What type of work is being planned?

BURY MAIN CAELE

BURY SERVICE CABLE
ﬁ CABLE REPAIR

CORROSION WORK

r R 4 o e
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Excavator—Design Training Role Submitting a New Design Location Request

The next group of questions in the Location Request creation form are for the dates of your job.

As a web user in the Excavator—Design Training Role, you only have the permissions to submit Design Location Requests.
As a result, the fields in this section automatically default to the requirements of a Design ticket type.

Work Start Date and Time

By default, a Design Location Request will have a work
start date of at least seven (7) days from the date you
submit your Location Request. This is because Design
Location Requests are for informational purposes only and
cannot be used as a substitute for the notice of intent to
perform excavation work.

Priority/Ticket Type

All active web users in the Excavator—Design Training
Role only have the permission to submit Design Location
Requests. The exception will be if a web user is in multiple
roles. If you are in multiple roles, you have the possibility
of having the option to create Regular/Legal and Design
Location Requests. If you only have the Excavator—Design
Training Role, the Priority/Ticket Type field will be pre-
populated with the word “Design.” If you are in multiple
roles and have the ability to also create Regular Location
Requests, click the arrow to the right and change the
Priority/Ticket Type field to “Design.”

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

Dates

Work Start Date and Time: @6/05/2020, 07:00 AM

Priority/Ticket Type: Design

Priority/Ticket Type: Design

Priority/Ticket Type.

&
Design
ooy
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Submitting a New Design Location Request

Excavator—Design Training Role :

Site Information

The site information section of the Location Request form is arguably the most important aspect of your Location Request.
In this section, you will be identifying your work area on a map using one of three different options:

m Street/Address
m Intersection
= Between Intersections

Site Information

Street/Address reset

Intersection

Between Intersections s
) Place

Nearest Intersecting Street Mearest Intersecting Street

Let’s take a look at how each of these mapping options work.

Street/Address
The Location Request creation form defaults the Dig Site Type to the Street/Address option for mapping.

Site Information B
Dig Site Type
Street/Address v

Street/Address Place

Nearest Intersecting Street Nearest Intersecting Street
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Excavator—Design Training Role :

Submitting a New Design Location Request

State

The state will always be greyed out and will default to “NY”
for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which

is serviced by the NY811 call center. If you are planning
work in the five boroughs of NYC and Long Island, contact

State

NY

County

NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county
of the address in which your work is taking place. Once
you begin typing, possible matches will populate under the
field for you to choose from. If you do not know the county
of the jobsite, skip to the Street/Address field.

County

ON

ONEIDA

t/AQ

oSt 1

ONTARIO
ONONDAGA

Street/Address
Enter the address of the dig site. As you start typing in

6706

£453-6499 CO RT 67, MEMPHI (ONONDAGA, NY)

the addreSS, a ||St Of potential matCheS will appear in the 6453-6499 CO RT 67, VAN BURF?N [ONONDAGA, MY) Nearest Intersecting
dropdown, with the closest matches being at the top. The A G
. . . - . AMSTERDA [SARATOGA, MNY)

Place and County is also displayed with the address and A :::;:::::WERDA”#:NTGOJERY -
WI” pOpUIate those flelds When SeIeCted' 0-3499 RT 67, AMSTERDAM (MONTGOMERY, NY)
Once you begin typing in your address, you will notice the :182;:5?;&:\_MOESTEER‘A:DLA it
list of possible matches list the addresses within a range. i B BALLTOH S [%A'_'Rmm i th:
Choose the option that matches the range which your 2886-3510 RT 67 ALISKIR (RENSEEL AFR Y]
address exists, and the Place and County.
Place Place
The Place is the name of the city or town (municipality) in DE WITT
which your jobsite is located or associated. The Place field |
is automatically populated based on the Street/Address
you selected in the previous step. Please note that the DE WITT
Place may be the municipality in which the taxes are paid
to, and will not necessarily be the mailing address.
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Excavator—Design Training Role :

Nearest Intersecting Street

If your address was found, you will need to select the near streets to the address. This information assists the utility
locators in finding the correct jobsite. A list of Nearest Intersecting Streets will be displayed once you have selected your
jobsite address. These choices also display how far in feet the street is from the address of your dig site. Select the

Near Street from the dropdown. You can enter up to two (2) Nearest Intersecting Streets.

_bares
RT 298
BRITTONFIELD PKWY :_20
CO RT 251 496 FT 06/10/2020
FLY RD
Si CORT77 498 FT 3
1481 1183 FT reset
LAW DR 1221 FT
COLLAMER CROSSINGS - =
COLLAMER CROSSINGS PKWY DEUWITT
ASPEN PARK BLVD
Nearest Intersecting Street
(449 FT)
Nearest Intersecting Street Nearest Intersecting Street
FLY RD
il RT 298 0FT
. ) BRITTONFIELD PKWY
Additional Work Information ——
Are you working on both sides of street? FLY RD 496 ET

Are you working within 25ft of the edge of the street?
Is the excavation site marked in white? CORT 77 A98 FI
Locate Instructions:

Depth of Excavation:

Work Site Dimensions: Length: LAW DR
Comments:

1481 1183 FT

COLLAMER CROSSINGS

[1 save/Suspend COLLAMER CROSSINGS PKWY 2382 FT

_ASPEN PARK BRIV} “JRGLET
Nearest Intersecting Street Nearest Intersecting Street
FLY RD BRITTONFIELD PKWY
(449 FT) (229 FT)
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Mapping

As you are entering the Dig Site Information, the mapping process will automatically start and can be viewed in the panel to
the right of the Location Request creation form. After you have completed filling in the required information, the dig site will
be displayed in blue and the near street(s) in red.

mtact DANNY DIGGER

|| " honal (315)437-7304 W Abort/Discare
I
Contact Informaticr Mag Heip
7378 ampany 10 15499 [ o ams ! i
it DAMNY DIGGER ar DSNY SAFE EXCAVATING 1ifice: SYRACUSE OFFICE Q] e (0] § w9
Ty CONTRACTOR Ty ENVIRONMENTAL CLEAN-UP a
706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA Y =}
e {315)437-7394 ¢
0 DDIGGERESAFEEXCAVATING.COM =
Excavator | Site Contact Information =1
Wark Type

BUILDING GARAGE

Ime OB02/2020 D7-00AM
Site Information
Street/Address
; ; 5
ONONDAGA &
=]
6706 COLLAMER RD DEWITT g
" 5 ]
FLY RD BRITTONFIELD PEWY ::‘
T . =
Additional Work Infarmation
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Submitting a New Design Location Request

Intersection
If you are working at an intersection, select Intersection from the Dig Site Type dropdown menu options.

Site Information
Dig Site Type reset
Intersection v

Street/Address Place

Cross Street

Dig Site Type Site Information N ONGNDAGA
- . Dig Site Type COLLAMER
Intersectl On Intersection v COLLAMER CIR, OF WITT [ONGNDAGA, NY) Place
State County COLLAMER DR, DE WITT (DNONDAGA, NY) DE WITT
NY ON] COLLAMER RD, DF WITT [GNONDAGA, NY) DE WITT
State Couni A COLLAMER RD, KIRKVILL (ONONDAGA, Y)
ONEIDA COLLAMER RD, fANLIUS {ONDNDAGA, MY}
SFF’EE'E'/AG COLLAMER DR, IRCMDFGUCIT (MOMNROF, WY
NY ON ONTARIO -
COLLAMER DR, MALTA (SARATOGA, MY
Cross Stri ONONDAGA COLLAMER RD, MALTA [SARATOGA, NY)
n COLLAMER RD. FARMA (MONROE, WY
_COLLAMER AVE, [1A| T2 [SARATOGA, WY

State

The state will always be greyed out and will default to “NY” for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which is serviced by the NY811 call center. If you are planning work in the
five boroughs of NYC and Long Island, contact NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county of the street in which your work is taking place. Once you begin
typing, possible matches will populate under the field for you to choose from. If you do not know the county of the jobsite,
skip to the Street/Address field.

Street/Address

In this field, enter the name of just one of the streets of your intersection. As you start typing in the name, a list of potential
matches will appear in the dropdown, with the closest matches being at the top. The Place and County is also displayed
with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in which your jobsite is located or associated. The Place field is
automatically populated based on the street you selected in the previous step. If your street was not found, then type in
the name of the Place associated with your dig site and tab to the Cross-Street field.

Please note that the Place may be the municipality in which the taxes are paid to, and will not necessarily be the mailing
address.
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Excavator—Design Training Role :

Cross Street

A list of streets that intersect with the road you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the intersection where the digging will take place.

Cross Street

CO RT 86

A KINNEST nformation

RT 298 both sides of street?
Are vou workina within 25ft of the edae of the street?

If the intersection you are digging at is not found, a message will appear that states “intersection not found.”

Street/Address
COLLAMER CIR

intersection not found
Cross Street

KINNE ST

Dig Site Type

Intersection v

State County

NY ONONDAGA

Strest/Address Place
COLLAMER DR DE WITT

Cross Street

KINNE ST
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Mapping
As you are entering the dig site information, the mapping process will automatically start. After you have completed filling
in the required information, the dig site will be displayed in blue.

I riact DANNY DIGGER datily By =y
| ool (315)437-7304 §  Abor/Giscar
Information Mag Hesp
or i 73178 ampany 16 154990 affica It 17116
DANNY DIGGER ar DENY SAFE EXCAVATING Jfice: SYRACUSE OFFICE Q] ] [ 9]7] 7]
“upr CONTRACTOR Ineliisiry: ENVIRONMENTAL CLEAN-UP
706 COLLAMER D, EAST SYRACUSE, MY, 13057, ONONDAGA B
Shooe {315]437-7394 E
DDIGGER@SAFEEXCAVATING.COM
Excavator | Site Centact Information ﬁ
0}
1 BUILDING GARAGE
Dt
" e 06022000 07-00 AM
Site information
Intersection b wER 300-6399 Collamer Br
ONONDAGA
COLLAMER DR DEWITT
FINME 5T
_Additional Work Infarmation
o
¥ o
5] o
o
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Between Intersections

You can define your work area by using two (2) intersections. If you are working on properties or a roadway for a
continuous dig, select Between Intersections from the Dig Site Type dropdown menu. You will notice the form will
change so that you can identify two intersections to find the specific area on the street you will be performing work.

Site Information
Dig Site Type
Between Intersections v

Street/Address

Place

Cross Street

State County

Street/Address

Place

Cross Street

State

The state will always be greyed out and will default to “NY”
for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which

Dig Site Type
Between Intersections

State
is serviced by the NY811 call center. If you are planning
work in the five boroughs of NYC and Long Island, contact NY County
NY811 at (800) 272-4480.

Street/Address

;'a'l.elt;n:rléelr:Intersections hd
County stat ounty

¥ 0

The next field is the County field. Start typing in the county - ORLEANS
of the street in which your work is taking place. Once you StreetAd -

begin typing, possible matches will populate under the field
for you to choose from. If you do not know the county of
the jobsite, skip to the Street/Address field.

Cross Sty OTSEGO
ORANGE
ONTARIO
."»:"J'Feﬂra’.—'l.j]l OSWEGO
ONONDAGA
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Street/Address

In this field, enter the name of the street in which you plan
to work.

As you start typing in the name, a list of potential matches
will appear in the dropdown, with the closest matches
being at the top. The Place and County is also displayed
with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in
which your jobsite is located or associated. The Place field
is automatically populated based on the street you selected
in the previous step. If your street was not found, then type
in the name of the Place associated with your dig site and
tab to the Cross-Street field.

Please note that the Place may be the municipality in which
the taxes are paid to, and will not necessarily be the mailing
address.

142
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te Information
Between Intersections
_ ONONDAGA

BRITTONFIELD
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BRITTONFIELD PEWY.
BRITTON PL ALY
BROADFIELD RD. |
BROADFIELD RD. |
BROADFIELD RD. ©

BROOKFIELD RD, |
BROOKFIELD RD, 54 LI
HADDONFIELD DR, [E
HADDOMFIELD PL

e METELB Bl it L

Place

DE WITT

DE WITT
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Roles and Permissions as an Exactix Web User

Excavator—Design Training Role :: Submitting a New Design Location Request

Cross Street

A list of streets that intersect with the street you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the first of your intersections.

WY ONOMDAGA

COLLAMER RD

[ ONONDAGA

BRITTONFIELD PKWY DE WITT|
COLLAMER RD 2
CORT7? COLLAMER RD
FLY RD A CORTTT b
RT 298 FLY RD
ey e 7 398

I TE RN ETOrT ST ko

If the cross street is not found, a message will appear that states “intersection not found.”

Street/Address

COLLAMER CIR

intersection not found
Cross Street

Once you have identified the first intersection, you will notice your County, Street/Address, and Place, has been
automatically populated into the second set of dig site information needed to identify the second intersection.
Simply find the other Cross Street to identify the second intersection.

Important Note—Since there is a possibility that the second intersection may be located in a different Place than the
first intersection, you will be required to include Place information for that second intersection.

Site Information

Between Intersections - reset

State Cournty

NY ONONDAGA

Place

BRITTONFIELD PKWY DEWITT
Cross Streer

COLLAMER RD

State County

NY ONONDAGA

Streat/Address Piace
BRITTONFIELD PKWY DE WITT
FLY RD
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Excavator—Design Training Role :

Submitting a New Design Location Request

Mapping

As you are entering the dig site information, the mapping process will automatically start. After you have completed
filling in the required information, the dig site will be displayed in blue.

mtact DANNY DIGGER datify By

| 1 Phose.  (315)437-7304 W dbort/Giscarc
I
Contact Infarmation Mag Help
73178 ampany [t 154990 offica (- 17716
DANNY DIGGER ar DSNY SAFE EXCAVATING Ve SYRACUISE OFFICE (0] ]9 [7]
“upr CONTRACTOR Indisy; ENVIRONMENTAL CLEAN-UP
706 COLLAMER D, EAST SYRACUSE, MY, 13057, ONONDAGA =]

Phone {315} 437-7394

e B

DIGGERESAFEEXCAVATING.COM

Excavator [ Site Contact Information

BEEEE0
D

Site Infc
Between Intersections »
ONONDAGA

BRITTONFIELD PRWY DEWITT

o A 389008
a

COLLAMER RD
ONONDAGA
BRTTTONFIELD PKWY DEWITT Q

FLY R

144 Complete Exactix Guide :: External Users



Roles and Permissions as an Exactix Web User

Excavator—Design Training Role :

Additional Work Information

Submitting a New Design Location Request

The final section of the Location Request creation form is called Additional Work Information. This section collects

information that may impact the locate process for your jobsite.

Additional Work Information
Specific Location of Proposed Design Area
Proposed Design Area: |

Are you working on both sides of street?
Are you working within 25ft of the edge of the street?

Comments: Comments

Yes/No

Yes/No

Proposed Design Area

The Proposed Design Area is an informational field where
you can designate where on the property you are planning

your work. This is a custom field you should use to type in

Additional Work Information

Specific Location of Proposed Design Area

Proposed Design Area: EINTIR|_5 LOT

your own description. It is important to be descriptive and
detailed in your explanation of the Proposed Design Area.
Are you working on both sides of 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 25 ft of the edge of the street?

The “edge of the street” question notifies the utilities if the

excavation is within the street or within 25-feet of the edge

Yes/No

Yes/No
No v

of a street. Use the dropdown box to select Yes, No, or
Unknown.

Comments

The Comments area 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.”

Comments: Comments

my.UDigNY.org :: Access. Information. Support.
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Excavator—Design Training Role :

Submitting a New Design Location Request

Completing Your Locate Request
Once you have verified that all the information is correct, as well as the dig site mapping, you can click the Save/Suspend

button at the bottom of the form/screen. You can also save the Location Request by clicking on the Suspended button at
the top right-hand corner of the screen.

Rememober, in this Excavator—Design Training Role, all Location Request submissions will be saved in Suspended status
and reviewed by Dig Safely New York’s Web Services Team before being released to Member Ultilities.

If at any time before you save your ticket you want to cancel the request, then click on the Abort/Discard button at the top
right-hand corner of the screen or using the Discard button at the bottom of the form.

146

unction:  Mew

DANNY DIGGER .22
Contact:  DANNY DIGGER

Mutify By!

Saveas: | [J Suspended
Parcel -
Phone: (315) 437-7394
AL A Ll 1. |333) 233+3033 LA LN ASARE | T INE LU B  Abort/Discard
Ermall: DDIGGER@SAFEEXCAVATING.COM Map
or / Site Contact Information Q)] O [w{Q 7] 1]
MARY SMITH pnone: (315)437-7394  Emall Contact@safeynet.com :
1 JOHN DOE Phone (333) 3333333 ol Contact2@safetynet.com i g E
Werking For: VILLAGE OF AKRON M e
job ID: 123ABC o ol
work = being planned: BUILDING GARAGE ,‘ wd = ll. i
| |
Dates E | II
Nark Start Date and Time:  06/08/2020 07:00 AM B I| I
Priority/Ticket Type: Design I| I'
o~ |
Site Information . |I lI
Dig Site Type:  StreetfAddress e l
MY, ONONDAGA, DE WITT II ‘a |
6706 COLLAMER RD | ||
Mear BRITTOMFIELD PKWY (220 7 Near: FLY RD (447 FT ¥ ||
Additional Work Information. || l'
ENTIRE LOT 5 |
|
2 YOl 5 of street? Mo - | |
I "
Are you
mer (915] £} L RLY
[1 save/Suspend W Discard

Suspend Ticket?

This will save the Ticket but not send it 1o the affected Service Areas until it has been reviewed by the One Cafl Canter,

Are You sure you want 1o Suspend this Tickes?
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Excavator—Design Training Role Submitting a New Design Location Request

Verify Location

Once you click on the Suspended or Save/Suspend button, you will be taken to the Verify Location page. 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

b ID. 123ABC Wha ara you working for: JANE DDE HOMEOWNER
netd: BUILDING GARAGE

tart Date and Time: 06/05/2020 7:00 AM
t e Design

Work Site Information
DG Site Type: Street/Address
N “ounty: ONONDAGA Flace: DEWITT
= 6706 COLLAMER RD
1 Street: BRITTONFIELD PRWY Mearest [ntersecting Street: FLY RD

Additional Work Information

rea: ENTIRE LOT
wi kg on | No
working within 251t of the edgs of the strest? No

THIS 15 A GATED COMMUNITY. THE GATE CODE TO ACCESS THE PROPERTY IS 12345

{0 Back to Ticket ‘ +/ Above Information is Correct
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Excavator—Design Training Role :

Affected Service Areas

Submitting a New Design Location Request

Once you have verified the information is correct, you will go to the Affected Service Areas page. This page will list the
Member Utilities that will be notified regarding your request for underground utility locations for design purposes.

The Comments field will show any information you input into that field when entering the locate information on the
Location Request creation form. You can also add additional comments in this field.

Affected Service Areas

Priarity/ TicketType: Design

Service Area
DIG SAFELY MEW YORK | CALL CENTER

EU’:N.T]C. .TELECE MINC

LEVEL3 COMMU NICATIONS

LG HTC!WER FIBER TECH NOLDGIES

MATIONAL GRID [ CENTRAL | ELECTRIC

N-'\'I'ICI:.NnL GRI.ITI {CE".‘mLJI GAS

N\!’S.E?EI)T S\"FTGCUSE REGION 3

OIPIJE[DA COU NTY RURAL TELEPHOMNE

ONDND.\\GA CDLI m.“" DEPT OF WTR ENVIRONMENT PROTECTT
ONON DAGA COLNTY WATER ALTHORITY

TIME WARNER CABLE | SYRACUSE

06/05/2020 07:00 AM

Utility Type(s)

ELECTRIC, FIBER, SANITARY SEWER, STORM SEWER
FIBER

FIBER

FIBER

ELECTRIC

GAS

TRAFFIC SIGMALS

FIBER, TELEPHONE

DRAIMAGE, SANITARY SEWER

WATER

CATV, FIBER

THIS IS A GATED COMMUNITY, THE GATE CODE TO ACCESS THE PROPERTY 1S
12345

Contact
STEVE COOK
{315) 415-2069
WINDSTREAM DAMAGE PREVENTION DESIGN COMNTACT
{B0O) 285-1901
LEVEL 3 NETWORK RELOCATION DEPT
{B77) 366-B344 42
LIGHTOWER DESIGN CONTACT
(BBE} 632-0931 2
NATIONAL GRID DESIGN CONTACT
{315} 426-6319
NATIONAL GRID DESIGN CONTACT
{315} 428-6319
RYAN MEAGHER
{315} 428-4064
BETTE THOMAS
{315) 865-5201 ¥3216
CHRIS DEITMAN
{315) 435-5402 %202

GEORGE 5 GERMAN JR
1315} 455-7061 x3122

TIME WARNER DESIGN CONTACT
{317) 575-T800 x2

WE ARE SENDING YOUR DESIGN REQUEST TO THE FOLLOWING MEMBERS (read list above). THIS TICKET IS EXCLUSIVELY FOR DESIGN PURPOSES AND DOES NOT MEET ANY NYS REQUIREMENTS FOR DIGGING.

Need to review your ticket?

& Back to Ticket

" Send Ticket

[ ® Back to Ticket +/ Send Ticket

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

When you are ready to submit your locate request, then
click on the Send Ticket button.

a [LLi=i% ] ]
g g
FmHDor Il Cema e - |
s
T B
DULIURG SARAGT £
i
]
R 1]
T e
2
Syt
L
—
Li B
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Excavator—Design Training Role :

Submitting a New Design Location Request

Ticket Saved

After clicking on the Send Ticket button, the following screen will appear that confirms your ticket has been saved and
provides you with your Ticket Number. If you provided an email address on your Location Request, you will automatically
have a copy of the ticket emailed to that address.

Ticket Saved

Your ticket number is: Execavator [0 Company 10

05290-000-011 73178 154991

Wersion: 0

+ Create Another Locate Request | E Close

More Locates?

If you have more locates to enter, then you can click on <4+ Create Another Locate Request
the Create Another Locate Request button. If you are

done, then click on the Close button and you will be taken
back to a screen displaying the last Location Request you [ B

entered.

Location Request Status

In the Excavator—Design Training Role, all submitted
Location Requests will be submitted in a Suspended
status. Suspended tickets are reviewed and released by
Dig Safely New York’s Web Services Team to ensure the
Location Request is accurate.
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Excavator—Design Training Role :: Utilizing the Ticket Dashboard

As a web user in the Excavator—Design Training 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.

|‘ y  ®) My Tickets [ show Completed Tickets

Tickets @ A Filter by Ticker Number
>t G0 ey S ki Tt

Map HE B70E COLLAMER RD DEWITT BUILD BIKE TRAIL
BBET COLLAMER RD DEWITT IMSTALL PARKING LOT
L BT0E COLLAMER RD DE WITT BUILD BIKE TRAIL

i) 25
Results: 3
05/28/2020 07:00 AM DSMY SAFE EXCAVATING 05220-000-080
1234ABE 05/01/2020 07:00 AM DSMY SAFE EXCAVATING 05270-000-010
05/28/2020 07:00 AM DSMY SAFE EXCAVATING 05220-000-080

You also have a secondary ticket menu on the left-hand
side on this ticket dashboard screen, in which you can use
to filter (based on permissions).

m My Tickets
m My Office Tickets
m My Company Tickets

Here, you can click to view:
m  All tickets from the past 60 days
m Tickets close to expiring
m Tickets on a map (using your current location)
m Response status of tickets

(@) My Tickets (O My Office Tickets () My Company Tickets

Tickets @ QFilter by Ticket Number  re:

*Past 60 days Min & characters required

Expiring Tickets

*In the next 5 days
My Tickets on Map A 786 MORRIS PARK

Response Status SENEIER

4008 DUTTON RD

16 MUNGER ST

E BUFFALO ST,

E BUFFALO ST,
RIDGEFIELD DR,
WASHINGTON ST
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Excavator—Design Training Role Utilizing the Ticket Dashboard

Clicking the three dots next to a ticket gives you the option
to quickly view certain aspects as well as take a few quick

actions on that ticket. In this role, you have the following . . 6706 COLLAMER RD

options for each ticket by clicking on the three dots.

LE ]

If your ticket is still in the Suspend status, it is still awaiting i i
review from Dig Safely New York. On those tickets, you can VI ew TI Cket ER RD
use your three-dot menu to:
Mark your work as completed ER RD
Edit the ticket .
Edit

Because the ticket is still in Suspend status, you can make
any necessary edits to the ticket before it is sent to the
Member Utilities.

A 6706 COLLAMER RD

el

e

. 6706 COLLAMER RD

Following Dig Safely New York’s review of your Suspended
tickets, these tickets move to a Complete status. . .
For those tickets in your dashboard, you can use the VIEW TICkEt ER RD
three-dot menu to:

View the Ticket .
. y B View Responses
View the Utility Responses ER RD

v Work Completed

Mark your work as completed

Print the Ticket Text
- . ERRD
& Print Text
P A 6706 COLLAMER RD
Clicking the View Ticket option in the three-dot menu o e p
will take you to the full ticket that was submitted. &

my.UDigNY.org :: Access. Information. Support. 151



Roles and Permissions as an Exactix Web User
Excavator—Design Training Role Utilizing the Ticket Dashboard

Clicking the View Responses in the three-dot menu will pop up a new window over your dashboard to display the
responses from the notified Service Area(s)/Utilities for this Location Request.

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

In this window, you can see which utilities were notified, their response, and comments associated with their response.
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 tor each Service Area (@) Show all Re‘ﬁpnmei and Ticker Events
all responses and ticket events at the top of the window. Fiter: (@) snowan (18] (O Currentonty (16} (O No Response {16) @ show events (5)
This will generate an audit list on the ticket and responses. S i Ty e
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 Completes
When the ticket was created i Basras. BUCKEVE PIPELINE COMPANY
Current MLICKTYR
Any neW Ve rS|OnS Created 2:13::?0“5&' nIG .S.f\FEL\' NEW YORK | CALL CENTER
When responses were viewed i ol Pk O NG
When utilities entered responses s alay bl
A d Mo Response, LEVEL 3 COMMUNICATIONS
nd more Current
Mo Response, LIGHTOWER FIBER TECHNOLOGIES
Current - i
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Excavator—Design Training 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
the work on this Location Request. To add tickets that you
have marked as Work Completed back to your dashboard
view, click on the Show Completed Tickets checkbox
above your ticket list.

P ..

DANNY DIGGER

(@) My Tickets Show Completed Tickets
Tickets @ Filter by Ticket Number  reset
¥Pasc 6l days Miin 5 characters recuired
DL TWVINTLLLLY TINVY T, —1
EXpiang TH . BRITTONFIELD PKWY,
*r Lhe rexd 5 day .
COLLAMER RD,
My Tickets

Response £

View Ticket

B View Responses

v Work Completed

& Print Text

\;5) My Tickets & show Completed Tickets

QFilter by Ticket Number I

Min 3 characlers reguired

HPast B3 ode

Tickets @
B days

Expiring Tickets

*In the riext 5 da

My Tickets on Map COLLAMERRD

Response Status

View Ticket

B View Responses

v Work Not Completed

& Print Text

BRITTONFIELD PKY\

Work Type oby Number Waork Start Dat

ADDITION 1Z3ABC 05{27/2020 07:00

If you accidentally mark a ticket as Work Completed,

find the ticket by clicking the Show Completed Tickets
checkbox to bring all your tickets back to your dashboard
view. Then, click on the three-dot menu for that ticket and
click, Work Not Completed. Now your ticket will remain in
your dashboard.
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Excavator—Design Training 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

DANNY DIGGER &3 £ &

O sh

2! My Tickets

Tickets @
o Results: &
06010-000-024
0B010-000-004
05250-000-018
05250-000-013
05250-000-011
05220-000-080
05270-000-010

05220-000-080
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Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role :: Explanation of Role

The Excavator—Design Tickets Role is intended for those Within the ticket dashboard, the Excavator—Design Tickets
in Engineering Firms or Departments that are utilizing Role gives users the permission to view all Location
Location Requests to plan/create blueprints/schematics for Requests placed by that user, as well as view all Automated
future work. All Location Requests created in this role will Positive Responses (APR) for those Location Requests.

be in a Complete status upon submission. _ .
Let’s take a visual look at how a user in the Excavator—

Users in the Excavator—Design Tickets Role have access Design Tickets Role would submit a Design Location
to submit Design Location Requests with dig sites being Request and utilize the ticket dashboard.

either Between Intersections, at an Intersection, or at a

Street/Address. Users in the Excavator—Design Tickets

Role can also map their dig sites using manual mapping

tools.

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

Aok i 3

DANNY DIGGER Dastboard

o1 My Tickets 1 Show Completed Tickets

Tickets @ QFilter by Ticket Number  resel ] 25

Results: 3

4 6706 COLLAMER RD DEWIT BUILD BIKE TRAIL 05/26/2020 07:00 AM DSMY SAFE EXCAVATING 05220-D00-0BD
] 6681 COLLAMER RD DEWITT TNSTALL PARKING LOT 1134880 06012020 07:00 AM DSMY SAFE EXCAVATING 0SZ70-000-010
in &706 COLLAMER RD DEWITT BUILD BIKE TRAIL 05282020 07:00 A DSMY SAFE EXCAVATING 05220-000-080
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Excavator—Design Tickets 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.

G

éaua“ DANNY DIGGER [ & &
e )
Incti Mew Save as; | &/ Complste
(= ntact DANNY DIGGER Matify By -
| : (315) 437-7304 ¥ Abort/Uocard
Hel
Contact Information I i
Q] ERSEE
=)
3
% Ll @
o
. Fachisi v g Sarstoge
DOIGGERDSAFEEXCAVATING COM © Siagyst L grene o
o MEW YORK
Amany
o o
Excavator [ Site Contact Information & o
[ + 3| g Tiail m
o
Wark Type L] "
What type of work iz being planned o
Dates
L Start Bate and Time: 06/18/2020 07:00 AM
oriority Ticket Type: Design
Site Information u
e
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Excavator—Design Tickets Role

22 Submitting a New Location Request

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.

Contact Information

Excavator [ Company 10

6706 COLLAMER RD

3169 154581 17116
Contact Name Company Name :_'-.'.‘.fc-_ e
DANNY DIGGER DSNY SAFE EXCAVATING SYRACUSE OFFICE
Company Type Industry
CONTRACTOR v ENVIRONMEMNTAL CLEAN-LIP b

Address 2

City

EAST SYRACUSE

NY 13057

Primary Phone

(315) 437-7394

Type ™ Alternate Contact #

DDIGGER@SAFEEXCAVATING.COM

Type ™ Alternate Contact #

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 dropdown
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.

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

Excavator—Design Tickets Role :: Submitting a New Location Request

Excavator / Site Contact Information

Following the Contact Information section, the form will move you to the Excavator/Site Contact Information section.
There are three pieces of information this section addresses.

m  The Field Contact(s)
= Who you are doing the work for outlined in your Location Request

= Job number

'Excavator / Site Contact Information

= Field Contact Fhone Email

onai Lontact

Who ate you doing the Wark for

fab ID if you have one

Field Contact

A field contact is the individual that can be contacted if there are questions related to the ticket or jobsite. Upon clicking on
the Field Contact text box, a dropdown list of people associate with your Company will appear. You can choose someone
from this list or input a new contact. If you are manually entering in a Field Contact, please ensure that you include a
phone number and email address. If the utility companies or their locators have any questions, the Field Contact is the
person they will reach out to.

Excavator [ Site Contact Information
Fleld Cantact
- | Phone Email
9124 MARY DOZER DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE |
+ (222) 555-1234 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
i 73148 KEVIN SHOVEL DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
i (315) 555-5555 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, DNONDAGA
Joh 73151 NICK HANDY DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
= (315) 437-7394 6706 COLLAMER RD, EAST SYRACLUSE, NY, 13057, DNONDAGA
73152 JOHN DOE DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
Wor (315) 437-7394 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
WH o 73169 JANE SMITH DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
Tvi (315) 437-7394 706 COLLAMER RD, EAST SYRACUSE, NY, 13057, DNONDAGA
Ant
Ayl 7374 MARYDOZER DSNY SAFE EXCAVATING (154991} - BUFFALO OFFICE
{ (222} 555-1224 3637 UNION RD, SUITE 6, CHEEKTOWAGA, NY, 14225, ERIE
Field Contact Phone Email
~ STEVE DIGGER (3‘| 5) 437-7394 SDIGGER@SAFEEXCATVATION.C

my.UDigNY.org :: Access. Information. Support. 159



Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role

Within the Exactix system, you now have the ability to
enter more than one Field Contact on your Location
Request. To do this, simply click on the Add additional
contact text under the first/primary Field Contact entered.
The system will generate the same list for you to choose
from, or give you the ability to manually input a new
contact.

If you select or type in a person, then decide to delete that
contact, make sure you click the minus symbol to the left
of the name field. This will ensure you can successfully
submit your Location Request. If you do not do this, and
leave the field blank after previously having information
entered, you will receive an error message when trying to
submit your Location Request.

Working For

This is the person, contractor, organization, or utility
company who hired you to do the work. For example,

if you are doing the work for a homeowner, you would type
in their name (i.e., Jane Doe). If you were doing the work
for a business, you would type in the name of that business
(i.e., Doe’s Supermarket).

If you are doing the work for a utility that is a member of
Dig Safely New York, the system will generate a dropdown
list of possible matches as you are typing in your response.

22 Submitting a New Location Request

Excavator _/ Site Contact Information

= Field Contact

= Field Contact

Field Contact

— JOHN DOE

Neld Contact

STEVE DIGGER

Who are you doing the Work for

JANE DOE

Who are you doing the Work for

DOE'S SUPERMARKET

Who are you doing the Wark for

NATIONAL FUEL GAS (NFG)
TOWN OF NORTH ELBA (TWN N ELBA)
TOWN OF NORTH SALEM (TWN N SALEM)
NIAGARA FRONTIER TRANSPORTATION AUTHORITY (NFTA)
TOWN OF NORTH CASTLE (TWN N CASTLE)
VILLAGE OF NORTH HORNELL (VIL N HORNELL)
NEW YORK STATE ELECTRIC & GAS (NYSEG)
D, VILLAGE OF NORTH COLLINS (VIL N COLLINS)
| N CHAUTAUQUA LAKE [ PPD SEWER DISTRICTS (N CHTQU LK SWR)
VILLAGE OF NORTH SYRACLISE (V1N SYRACLISF)

ZAtinn rannoct avniear Faunre danc ANE oo b

nefinianan
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Job Number

New to the Location Request form is the Job Number field.
This is a custom field that allows you to type in numbers

or text to better associate your jobs/projects with the
respective Location Requests.

Work Type

Now, we move on to the Work Type section of the form. Here you enter in the type of work you are planning.

Job ID if you have one

Job ID if you have one

123ABC

Work Type

What type of work is being planned?

What Type of Work is Being Planned?

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 by either clicking on that field, or by typing in the first few letters of the work type you

are designing. Make sure you select the offered type of work by clicking or pressing enter/return on your keyboard.

Work Type

What type of work is being planned?

ADDITION
ARCHAEOLOGICAL SURVEY
BASEMENT WATERPROOFING

lo

BUBBLER REPAIR

Si BUILD BIKE TRAIL
BUILD RETAINING WALL
BUILDING GARAGE

BORING Work Type

What type of work is being planned?

ADDITION € NEW DECK

BURY MAIN CAELE
BURY SERVICE CABLE

A CaBLE REPAIR

CORROSION WORK

r R 4 o e

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

161




Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role Submitting a New Location Request

The next group of questions in the Location Request creation form are for the dates of your job.

As a web user in the Excavator—Design Tickets Role, you only have the permissions to submit Design Location Requests.
As a result, the fields in this section automatically default to the requirements of a Design ticket type.

Work Start Date and Time

By default, a Design Location Request will have a work
start date of at least seven (7) days from the date you
submit your Location Request. This is because Design
Location Requests are for informational purposes only and
cannot be used as a substitute for the notice of intent to
perform excavation work.

Priority/Ticket Type

All active web users in the Excavator—Design Tickets

Role only have the permission to submit Design Location
Requests. The exception will be if a web user is in multiple
roles. If you are in multiple roles, you have the possibility
of having the option to create Regular/Legal and Design
Location Requests. If you only have the Excavator—Design
Tickets Role, the Priority/Ticket Type field will be
pre-populated with the word “Design.” If you are in multiple
roles and have the ability to also create Regular Location
Requests, click the arrow to the right and change the
Priority/Ticket Type field to “Design.”

162

Dates

Work Start Date and Time: 06/05/2020, 07:00 AM &

Priority/Ticket Type: Design

Priority/Ticket Type: Design

Design

Priority/Ticket Type.

oy
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Site Information

The site information section of the Location Request form is arguably the most important aspect of your Location Request.
In this section, you will be identifying your work area on a map using one of three different options:

m Street/Address
m Intersection

m Between Intersections

Site Information |
Street/Address

Intersection

Between Intersections i
) Place

Nearest Intersecting Street Mearest Intersecting Street

Let’s take a look at how each of these mapping options work.

Street/Address
The Location Request creation form defaults the Dig Site Type to the Street/Address option for mapping.

Site Information B
Dig Site Type
Street/Address v

Street/Address Place

Nearest Intersecting Street Nearest Intersecting Street
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State

The state will always be greyed out and will default to “NY”
for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which

is serviced by the NY811 call center. If you are planning
work in the five boroughs of NYC and Long Island, contact
NY811 at (800) 272-4480.

County

The next field is the County field. Start typing in the county
of the address in which your work is taking place. Once
you begin typing, possible matches will populate under the
field for you to choose from. If you do not know the county
of the jobsite, skip to the Street/Address field.

Street/Address

Enter the address of the dig site. As you start typing in
the address, a list of potential matches will appear in the
dropdown, with the closest matches being at the top. The
Place and County is also displayed with the address and
will populate those fields when selected.

Once you begin typing in your address, you will notice the
list of possible matches list the addresses within a range.
Choose the option that matches the range which you
address exists, and the Place and County.

Place

The Place is the name of the city or town (municipality) in
which your jobsite is located or associated. The Place field
is automatically populated based on the Street/Address
you selected in the previous step.

Please note that the Place may be the municipality in which
the taxes are paid to, and will not necessarily be the mailing
address.

22 Submitting a New Location Request

State

NY

County

County

ON
ONEIDA

t/AQ

ONTARIO

st I ONONDAGA

6706
£453-6495 CO RT 67, MEMPHI (ONONDAGA, NY)

6453-6499 CO RT 67, VAN EUREN [ONONDAGA, )
6466-6499 CO RT 67, WARNER [ONDONDAGA, NY)
A 1193-2799 RT 67, AMSTERDA [SARATOGA, NY)

Nearest Intersecting

0-2799 RT 67, AMSTERDA (MONTGOMERY, NY)
0-3499 RT 67, AMSTERDAM (MONTGOMERY, NY)
0-1862 RT 67, BALLSTON (SARATOGA, NY)
681-2336 RT 67, BALLSTON LAK (SARATOGA, Y}
0-1309 RT 67, BALLSTON SPA [SARATOGA, NY)

2RRA-3510 RT 67 RLISKIR IRENSSEIAER, MY

Place

DE WITT
DE WITT
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Nearest Intersecting Street

:= Submitting a New Location Request

If your address was found, you will need to select the near streets to the address. This information assists the utility
locators in finding the correct jobsite. A list of Nearest Intersecting Streets will be displayed once you have selected
your jobsite address. These choices also display how far in feet the street is from the address of your dig site. Select the

Near Street from the dropdown. You can enter up to two (2) Nearest Intersecting Streets.

pares
RT 298 OFT
BRITTONFIELD PKWY 395 FI :_20
CORT 251 }96 FT 06/10/2020
FLY RD
Si corr77 198 T L
1481 1183 FT reset
LAW DR 1221 FT
COLLAMER CROSSINGS - :
COLLAMER CROSSINGS PKWY DE WITT
ASPEN PARK BLVD
Nearest Intersecting Street
(449 FT)
Nearest Intersecting Street Nearest Intersecting Street
FLY RD
il RT 298 0FT
BRITTONFIELD PKWY 395 FT
Additional Work Information ——
I K L # {I . 2 ’_’ .)
A._e you working on both swie; of Rtrfct FLY RD 196 FT
Are you working within 25ft of the edge of the street?
Is the excavation site marked in white? CORT77 98 FT
Locate Instructions: 1481 (85
Depth of Excavation: HEdE
Work Site Dimensions: Length: LAW DR 1221 FT h
Comments:
COLLAMER CROSSINGS
[1 save/Suspend COLLAMER CROSSINGS PKWY 2382 F1
_ASPEN PARK BRIV} 2393 F1
Nearest Intersecting Street Nearest Intersecting Street
FLY RD BRITTONFIELD PKWY
(449 FT) (229 FT)
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Mapping

As you are entering the Dig Site Information, the mapping process will automatically start and can be viewed in the panel to
the right of the Location Request creation form. After you have completed filling in the required information, the dig site will
be displayed in blue and the near street(s) in red.

mtact DANNY DIGGER

|| " honal (315)437-7304 W Abort/Discare
I
Contact Informaticr Mag Heip
7378 ampany 10 15499 [ o ams ! i
it DAMNY DIGGER ar DSNY SAFE EXCAVATING 1ifice: SYRACUSE OFFICE Q] e (0] § w9
Ty CONTRACTOR Ty ENVIRONMENTAL CLEAN-UP a
706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA Y =}
e {315)437-7394 ¢
0 DDIGGERESAFEEXCAVATING.COM =
Excavator | Site Contact Information =1
Wark Type

BUILDING GARAGE

Tel OB02/2020 D7-00AM
Site Information
Street/Address
; ; 5
ONONDAGA &
=]
6706 COLLAMER RD DEWITT g
" 5 ]
FLY RD BRITTONFIELD PEWY ::‘
T . =
Additional Work Infarmation
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Intersection

== Submitting a New Location Request

If you are working at an intersection, select Intersection from the Dig Site Type dropdown menu options.

Site Information

Site Information
Dig Site Type
Intersection

@

Cross Stri

COLLAMER RD, PARMA (MOMNRGE, MY
_COLLAMER AVE, 14| T4 [SARATOGA, WY

Street/Address Place
Cross Street
Dig Site Type Site Information W ONONDAGA
Inte rsectl On Intersection COLLAMER CIR, DF WITT [ONONDAGA, NY) Place
State County COLLAMER DR, DF WITT [ONONDAGA, NY) DE WITT
NY ON] COLLAMER RD, DF WITT (ONONDAGA, MY) DE WITT
State Couni A COLLAMER RD, KIRKVILL (INONDAGA, Y)
ONEIDA COLLAMER RD, M AMLIUS {ONCNDAGA, MY}
M COLLAMER DR, IRONDFGUCIT (MONROF, WY
N Y O N ONIAHIC COLLAMER DR, WAL TA (SARATOGA, NY)
ONONDAGA COLLAMER RD, MALTA (SARATOGA, MY)

State

The state will always be greyed out and will default to “NY” for New York. Dig Safely New York services all of New York
State except for Long Island and New York City, which is serviced by the NY811 call center. If you are planning work in the
five boroughs of NYC and Long Island, contact NY811 at (800) 272-4480).

County

The next field is the County field. Start typing in the county of the street in which your work is taking place. Once you begin
typing, possible matches will populate under the field for you to choose from. If you do not know the county of the jobsite,
skip to the Street/Address field.

Street/Address

In this field, enter the name of just one of the streets of your intersection.

As you start typing in the name, a list of potential matches will appear in the dropdown, with the closest matches being

at the top. The Place and County is also displayed with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in which your jobsite is located or associated. The Place field is
automatically populated based on the street you selected in the previous step.

If your street was not found, then type in the name of the Place associated with your dig site and tab to the Cross-Street
field. Please note that the Place may be the municipality in which the taxes are paid to, and will not necessarily be the

mailing address.

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

A list of streets that intersect with the road you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the intersection where the digging will take place.

Cross Street

CO RT 86

A KINNEST nformation

RT 298 both sides of street?
Are vou workina within 25ft of the edae of the street?

If the intersection you are digging at is not found, a message will appear that states “intersection not found.”

Street/Address
COLLAMER CIR

intersection not found
Cross Street

KINNE ST

Dig Site Type

Intersection v

reset

State County

NY ONONDAGA
Strest/Address
COLLAMER DR DE WITT
Cross Street

KINNE ST

Place
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Mapping
As you are entering the dig site information, the mapping process will automatically start. After you have completed filling
in the required information, the dig site will be displayed in blue.

! | Comtart DANNY DIGGER datify By ‘ol -
| Phonel (315)437-7304 §  Abor/Giscar
| I
Contact Information Map Hedp
73178 ampany 16 154990 afice i 17116
it DANNY DIGGER ar DENY SAFE EXCAVATING Jfice: SYRACUSE OFFICE Q] ] [ 9]7] 7]
v CONTRACTOR Ineliisiry: ENVIRONMENTAL CLEAN-UP
706 COLLAMER D, EAST SYRACUSE, MY, 13057, ONONDAGA B
el {3151 437-7394 E
ot DDIGGERESAFEEXCAVATING.COM
Excavator | Site Centact Information ﬁ
0}
Wark Type =
| BUILDING GARAGE
Dat
i 06/02/2020 07:00 AM
Site information
Intersection b wER 300-6399 Collamer Br
ONONDAGA
COLLAMER DR DEWITT
FINME 5T
_Additional Work Infarmation
o
= @
L] B
5] o
o
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Between Intersections

You can define your work area by using two (2) intersections. If you are working on properties or a roadway for a
continuous dig, select Between Intersections from the Dig Site Type dropdown menu. You will notice the form will
change so that you can identify two intersections to find the specific area on the street you will be performing work.

Site Information
Dig Site Type
Between Intersections v

Street/Address Place

Cross Street

State County

Street/Address Place

Cross Street

State

The state will always be greyed out and will default to “NY” Dig Site Type .

for New York. Dig Safely New York services all of New York Between Intersections -
State except for Long Island and New York City, which State

is serviced by the NY811 call center. If you are planning
work in the five boroughs of NYC and Long Island, contact NY County
NY811 at (800) 272-4480).

Street/Address
g.t;t;'\:r‘éelr;hIntersections il
County
¥ 0
The next field is the County field. Start typing in the county - ORLEANS

of the street in which your work is taking place. Once you Street/Ad
begin typing, possible matches will populate under the field
for you to choose from. If you do not know the county of
the jobsite, skip to the Street/Address field. NY

ONEIDA
Cross Stri  OTSEGO
ORANGE
ONTARIO
Street/Aq  OSWEGO
ONONDAGA

Lross Strees
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Street/Address

In this field, enter the name of the street in which you plan
to work.

As you start typing in the name, a list of potential matches
will appear in the dropdown, with the closest matches
being at the top. The Place and County is also displayed
with the street. Select the correct match.

Place

The Place is the name of the city or town (municipality) in
which your jobsite is located or associated. The Place field
is automatically populated based on the street you selected
in the previous step.

If your street was not found, then type in the name of

the Place associated with your dig site and tab to the
Cross-Street field. Please note that the Place may be the
municipality in which the taxes are paid to, and will not
necessarily be the mailing address.

Site Information
Between Intersections
ONONDAGH

BRITTONFIELD

BRITTONFIELD PIKOWY, DE WITT [ONONDACGA, MY

BRITTON PL 5411
BROADFIELD RD.

BROADFIELD RD. MAnNLIL
BROADFIELD RD, PO
BROOKFIELD RD, 1MAT

BROOKFIELD RD, 541

HADDONFIELD DI
A

HADDONFIELD PL. DE O
rreERTELR. Bl b A G

APEY (DNON

VD

WITT (€

W srrmses s

Place

DE WITT

DE WITT
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Cross Street

A list of streets that intersect with the street you selected in the Street/Address field will appear in the Cross-Street field
dropdown menu. Select the Cross Street that matches the first of your intersections.

NY ONOMDAGA s S
NPT COLLAMER RD
BRITTOMNFIELD PKWY NY. ONCHEAGA
BRITTONFIELD PRWY BEWITT
COLLAMER RD friss
CORT7? COLLAMER RD
FLY RD A CORTTT b
RT 298 FLY RD
ey e 7 398
ISt ENCIEnOrTSITe T ke d

If the cross street is not found, a message will appear that states “intersection not found.”

Street/Address
COLLAMER CIR

intersection not found
Cross Street

Once you have identified the first intersection, you will notice your County, Street/Address, and Place, has been
automatically populated into the second set of dig site information needed to identify the second intersection.
Simply find the other cross street to identify the second intersection.

Important Note—Since there is a possibility that the second intersection may be located in a different Place than the
first intersection, you will be required to include Place information for that second intersection.

Site Information
Dig Site Type

Between Intersections - reset

State Cournty

NY ONONDAGA

Street/Address Place
BRITTONFIELD PKWY DEWITT

Cross Streer

COLLAMER RD

Stare County
NY ONONDAGA
Street/Address Piace

BRITTONFIELD PKWY DE WITT

5 Streat

FLY RD
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Mapping

As you are entering the dig site information, the mapping process will automatically start. After you have completed
filling in the required information, the dig site will be displayed in blue.

! | Comtart DANNY DIGGER
| honel (315)437-7304 b
L
ct Information Map Hedp
7378 ampany 107 154997 Office IEE 17116
DANNY DIGGER ar DSNY SAFE EXCAVATING 1ifice: SYRACUSE OFFICE E3 (D] [#9]7]
“upr CONTRACTOR Indisy; ENVIRONMENTAL CLEAN-UP
ET0R COLLAMER RO, EAST SYRACUSE, MY, 13057, ONONDAGA =]
werel {315} 4377394
DIGGERESAFEENCAVATING. COM - |
Humr
Excavator [ Site Contact Information [ ) 9
o
ork Type a
@ Inform )
Between Intersections »
ONONDAGA
BRITTONFIELD PRWY DE WITT T g
o
COLLAMER RD
ONONDAGA
BRTTTONFIELD PKWY DEWITT Q
FLY R
%
=
w 2
[ » ] in
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Additional Work Information

The final section of the Location Request creation form is called Additional Work Information. This section collects
information that may impact the locate process for your jobsite.

Additional Work Information
Specific Location of Proposed Design Area
Proposed Design Area: |

Are you working on both sides of street? Yes/No -
Are you working within 25ft of the edge of the street? Yes/No -
Comments: Comments

Proposed Design Area

The Proposed Design Area is an informational field Additional Work Inforr?__?tl?ﬂ___rl TR Ty P

where you can designate the location on the property Proposed Design Area: ENTIRE LOT )
you are planning your work. This is a custom field you
should use to type in your own description. It is important
to be descriptive and detailed in your explanation of the
Proposed Design Area.

Are you working on both sides of 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 Yes/No

will notice the highlighted blue dig site area on the map to No -
the right of the Location Request creation form will increase

in size to account for the work on both sides of the street. Yes/No

Are you working within 25 ft of the edge of the street? No v
The “edge of the street” question notifies the utilities if the

excavation is within the road or within 25-feet of the edge
of a street. Use the dropdown box to select Yes, No, or
Unknown.

Comments

The “Comments” area 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.”

Comments: Comments
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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. You can also save the Location Request by clicking on the Complete button at the
top right-hand corner of the screen.

If at any time before you save your ticket you want to cancel the request, then click on the Abort/Discard button at the top
right-hand corner of the screen, or using the Discard button at the bottom of the form.

Callgy}

Save as: +/ Complete

] New
B Ce i DANNY DIGGER Parcel
Rl W Abort/Discard
Al e e . |333) 3333232 AL B LA I SMEE | T INE LU
all: DDIGGER@SAFEEXCAVATING.COM Map
! site Contact Information
te Contact Information Q] EREEE
MARY SMITH pnone: (315)437-7394  Emall Contact@safeynet.com
JOHN DOE hoane: {333) 333-3333 mall Contact2@safenynet.com ] E
I VILLAGE DF AKRON B it ¥
123ABC ! e
""" rk Type
red: BUILDING GARAGE _ ......
Date =
e DBf08/2020 07:00 AM =4
ne Design
"
Site Information
i Type Street/Address
MY, ONONDAGA, DE WITT
6706 COLLAMER RD
lzar: BRITTONFIELD PKWY (220 7T Mear: FLY RD
Additional Work Information
4. ENTIRE LOT
hiD
No
nmEnts THIS 1S A GATED COMMUNITY. THE GATE CODE TO ACCESS THE PROPERTY IS 12345
V' Save/Continue W Discard [ » |
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Verify Location

Once you click on the Complete or Save/Continue button, you will be taken to the Verify Location page. 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 of the screen.

Verify Location
b ID. 123ABC Wha ara you working for: JANE DDE HOMEOWNER
et BUILDING GARAGE

tart Date and Time: 06/05/2020 7:00 AM
t e Design

Work Site Information
DG Site Type: Street/Address
N “ounty: ONONDAGA Flace: DEWITT
= 6706 COLLAMER RD
g Street: BRITTONFIELD PEWY Mearest Intersecting Street: FLY RD

Additional Work Information

rea: ENTIRE LOT
wi kg on | No
working within 251t of the edgs of the strest? No

THIS 15 A GATED COMMUNITY. THE GATE CODE TO ACCESS THE PROPERTY IS 12345

{0 Back to Ticket ‘ +/ Above Information is Correct
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Affected Service Areas

Once you have verified the information is correct, you will go to the Affected Service Areas page. This page will list the
Member Utilities that have been notified regarding your request for underground utility locations for design purposes.
The Comments field will show any information you input into that field when entering the locate information on the
Location Request creation form. You can also add additional comments in this field.

Affected Service Areas

iority/ TicketType: Design tart Time 06/05/2020 07:00 AM

Utility Type(s)

ELECTRIC, FIBER, SANITARY SEWER, STORM SEWER

DIG SAFELY MEW YORK | CALL CENTER

ELo_"tN_'.l]C_:TELEC.ﬂM INC FIBER
L.E.\cfEL.Z Ic.olw\:m NICATIONS FIBER
LG r.-ﬂC!V.\lER FIBER TECHNOLOGIES FIBER
NM.J{?‘IT«ITAIL G,mj_ .f c'E.N.TiJ.\L { ELECTRIC ELECTRIC
ot

?\.IH'S.[_)EI)'!' S\"F:‘CUSE REGION 3 TRAFFIC SIGNALS
o_r_aEuIJ.af cou N‘II\‘ RURAL TELEPHONE FIBER, TELEPHONE
?TD?’D"’_"E’? courm DEPT OF WTR ENVIRONMENT PROTECTI DRAINAGE, SANITARY SEWER
WATER

ONONDAGA COUNTY WATER AUTHORITY

TJME WAF_T?.EIR.FABLE | SYRACUSE CATV, FIBER

THIS IS A GATED COMMUNITY, THE GATE CODE TO ACCESS THE PROPERTY 1S
12345

Contact
STEVE COOK
{315) 415-2069
WINDSTREAM DAMAGE PREVEMTION DESIGN COMTACT
{B0O) 285-1901
LEVEL 3 NETWORK RELOCATION DEPT
{B77) 366-B344 42
LIGHTOWER DESIGN CONTACT
(BBE} 632-0931 2
NATIONAL GRID DESIGN CONTACT
{315} 426-6319
NATIONAL GRID DESIGN CONTACT
{315} 428-6319
RYAN MEAGHER
{315} 428-4064
BETTE THOMAS
{315) 865-5201 ¥3216
CHRIS DEITMAN
{315) 435-5402 %202

GEORGE 5 GERMAN JR
1315} 455-7061 x3122

TIME WARNER DESIGN CONTACT
{317) 575-T800 x2

WE ARE SENDING YOUR DESIGN REQUEST TO THE FOLLOWING MEMBERS (read list above). THIS TICKET IS EXCLUSIVELY FOR DESIGN PURPOSES AND DOES NOT MEET ANY NYS REQUIREMENTS FOR DIGGING.

® Back to Ticket v’ Send Ticket

Need to review your ticket?

[ ® Back to Ticket +/ Send Ticket

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

rr—— . . C

When you are ready to submit your locate request, then 2 s P o S & !
click on the Send Ticket button. s
I}
S g
T B

ey R
o

SHMGEENRSAFTEE MG CO
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Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role :: Submitting a New Location Request

Ticket Saved

After clicking on the Send Ticket button, the following screen will appear that confirms your ticket has been saved and
provides you with your Ticket Number. If you provided an email address on your Location Request, you will automatically
have a copy of the ticket emailed to that address.

Ticket Saved

Your ticket number Is: Excavator 10: Company 10

05290-000-013 73178 154991

Version: 0

Send a copy of the ticket to the caller;
Ernadl Adibresy

IGGERESAFEEXCAVATING.COM

+ Create Another Locate Request

More Locates?

If you have more locates to enter, then you can click on 4+ Create Another Locate Request
the Create Another Locate Request button. If you are

done, then click on the Close button and you will be taken
back to a screen displaying the last Location Request you [ B

entered.

Location Request Status

In the Excavator—Design Tickets Role, all submitted
Location Requests will be submitted in a Complete status.
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Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role

== Submitting a New Location Request

As a web user in the Excavator—Design Tickets 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.

|‘ y  ®) My Tickets [ show Completed Tickets

Tickets @ A Filter by Ticker Number
>t G0 ey S ki Tt

Expiring Tickets

Map PR 6706 COLLAMER RD BEWITT BUILD BIKE TRAIL
Response Status ; 5681 COLLAMER RO DEWITT INSTALL PARKING LOT
P A B706COLLAMERRD DE WITT BUILD BIKE TRALL

Worr par Page
i) 25
Results: 3
05/28/2020 07:00 AM DSMY SAFE EXCAVATING 05220-000-080
1234ABE 05/01/2020 07:00 AM DSMY SAFE EXCAVATING 05270-000-010
05/28/2020 07:00 AM DSMY SAFE EXCAVATING 05220-000-080

You also have a secondary ticket menu on the left-hand
side on this ticket dashboard screen, in which you can use
to filter (based on permissions).

My Tickets
My Office Tickets
My Company Tickets

Here, you can click to view

All tickets from the past 60 days

(@) My Tickets (O My Office Tickets () My Company Tickets

Tickets @ QFilter by Ticket Number

*Past 60 days Min & characters required

Expiring Tickets

*In the next 5 days
My Tickets on Map P A 786 MORRIS PARK

Response Status : SENEIER

4008 DUTTON RD

m Tickets close to expiring
) . . 16 MUNGER ST

m  Tickets on a map (using your current location)

= Response status of tickets E BUFFALO ST,
E BUFFALO ST,
RIDGEFIELD DR,
WASHINGTON ST
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Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role

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

View the Ticket

View the Utility Responses
Mark your work as completed
Print the Ticket Text

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

Submitting a New Location Request

: . 6706 COLLAMER RD

View Ticket

B View Responses

ERRD

ERRD

v Work Completed

& Print Text

¢ A

ERRD

6706 COLLAMER RD

8

ﬁ antact.  DANNY DIGGER Notfy By Parcel
B Phone:  (315)437-73%4

I 1R 1. 13337 230-3033
il DDIGGER@SAFEEXCAVATING.COM

ite Contact Information
ct MARY SMITH o (315)437-7394 Lol Contact@safetynet.com
i JOHN DOE e (333)333-3333 ©mal Contac2@saferynet.com
T : For VILLAGE OF AKRON
1 123ABC
Wark T\,-!].:_-
What type of wark is being planned: BUILDING GARAGE
Date:
Pate s mer 06/08/2020 07:00 AM
e Design

Site Information

i « Street/Address
NY, ONONDAGA, DE WITT
6706 COLLAMER RD

Hear BRITTOMFIELD PRWY Mear: FLY RDr {24
Add rk Information
1 ENTIRE LOT
THIS IS A GATED COMMUNITY. THE GATE CODE TO ACCESS THE PROPERTY 15 12345
ve/Suspend W Discar

EIIl, LATSINAUEIARE | TINE AW

No

! Help
Q] L] #1017
-]
=
V]
=
isi
&
|
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Roles and Permissions as an Exactix Web User
Excavator—Design Tickets Role Utilizing the Ticket Dashboard

Clicking the View Responses in the three-dot menu will pop up a new window over your dashboard to display the
responses from the notified Service Area(s)/Utilities for this Location Request.

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

In this window, you can see which utilities were notified, their response, and comments associated with their response.
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

BUCKEVE PIFELINE COMPAMY

DI SAFELY NEW YORK | CALL CENTER

ELANTIC TELECOM INC

GA5 SECLIRE INTEGRATION LLC

LEVEL 3 COMMLINICATIONS

LIGHTEWER FIBER TECHNOLOGIES

NATIONAL GRID | CENTRAL | ELECTRIC

NATICHAL GRID | CENTHAL | GAS

NS DOT SYRACLISE REGION 3

NS THRUWKY AUTHORITY | SYRACUSE

CMEIDA COUSTY ALIRAL TELEFHONE

OLINTY DEFT OF FROTECTI

CRONDAGA COUNTY WATER ALTHORITY

TIME WARNER CABILE | SYRACUSE

TOWTS OF BEWITT

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 tor each Service Area (@) Show all Re‘ﬁpnnsei 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 (S)
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 ticker 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 Complete
When the ticket was created i Basras. BUCKEVE PIPELINE COMPANY
Current MLICKTYR
Any neW VerS|OnS Created No Response, DIG SAFELY NEW YORK | CALL CENTER
Current Y
When responses were viewed i ol Pk O NG
When utilities entered responses s alay bl
Mo Response, LEVEL 3 COMMUNICATIONS
And more Corrent
Mo Response, LIGHTOWER FIBER TECHNOLOGIES
Current - i
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Roles and Permissions as an Exactix Web User

Excavator—Design Tickets Role

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
the work on this Location Request. To add tickets that you
have marked as Work Completed back to your dashboard
view, click on the Show Completed Tickets checkbox
above your ticket list.

2z Utilizing the Ticket Dashboard

pu ] |

n DANNY DIGGER

@5 My Tickets Show Completed Tickets

Tickets @ 2Filter by Ticket Number  reset

i Min & ehat e e s ¢ e s

Dol BRITTONFIELD PKWY,

— : COLLAMER RD,

My Tickets NITT

Respanse = View Ticket wrT
NITT

B View Responses P

<

Work Completed

Print Text

i ]

\;5) My Tickets & show Completed Tickets

QFilter by Ticket Number I

Min 3 characlers reguired

HPast B3 ode

Tickets &b
B days

Expiring Tickets

4In the next 5 da

My Tickets on Map COLLAMER RD

Response Status

View Ticket

BRITTONFIELD PKY

Work Type ob Mumber Wark Start Day

ADDITION 1Z3ABC 05{27/2020 07:00

B View Responses

v Work Not Completed

& Print Text

If you accidentally mark a ticket as Work Completed,

find the ticket by clicking the Show Completed Tickets
checkbox to bring all your tickets back to your dashboard
view. Then, click on the three-dot menu for that ticket and
click, Work Not Completed. Now your ticket will remain in
your dashboard.
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Roles and Permissions as an Exactix Web User

Excavator—Design Tickets 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

Zeges DANMNYDIGGER @ & &

e
ANNY DIGGER

a1 My Tickets O sh
Tickets @ 1 s -

i 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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Roles and Permissions as an Exactix Web User

Excavator—View Office Tickets Role :: Explanation of Role

The Excavator—View Office Tickets Role is a supplemental role for authorized web users. This role is added to a web

user with other role(s) outlined in this guide. The permissions add a radio button to the top of the user’s Ticket Dashboard,
allowing the user to change their filtered ticket-view to include all Location Requests submitted by anyone associated

with the same Office as the user.

For example, if a Company has two regional offices, a person in the Excavator—View Office Tickets Role will be able
to change their Ticket Dashboard to view Location Requests submitted by other users from the same Office in which
they are associated.

Let's take a visual look at how to utilize the Excavator—View Office Tickets Role.

After logging into the system and clicking on your Ticket Dashboard, look at the radio button options above your
dashboard. The My Tickets options filters and displays tickets that you as a user have submitted and those tickets in
which you have been assigned as a Field Contact.

{‘:allﬂl} DANNY DIGGER 2 2 &
DANNY DIGGER iee L e
i
(@ My Tickets (O My Office Tickets
g;ﬁ 25
. Results: 11
Tickets @ A Filter by Ticket N ;
* F‘a st 60 d d}”‘:\ ¥ | ns chara cters r eqUJbLRPING 1234 06/04/2020 07:00 AM DSNY SAFE EXCAVATING 06010-000-024
E . . T k JSCAPING 1234 Oﬁfﬂa{lﬂﬂ 07:00 AM DENY SAFE EXCAVATING 06010-000-026
xpiring Tickets
p g_ g t_ - r DSCAPING 1234 06/04/2020 07:00 AM DSNY SAFE EXCAVATING 06010-000-024
*In the next 5 days alree
DSCAPING 1234 0604/ 2020 G7:00 AN DSNY SAFE EXCAVATING 06010-000-024
. s A
M y TI C ke t S O n M a p . 6706 C(ML FENCE CUSTOM FIELD 06/08/2020 07:00 AM DSNY SAFE EXCAVATING 06010-000-004
SCAPING (11} 0604/ 2020 07:00 AM DSNY SAFE EXCAVATING ©5290-000-018
Response Status = 6706 CC
ITION 12344BCD 06/05/2020 07:00 AM DSNY SAFE EXCAVATING 05290-000-013
DING GARAGE 123ABC 06/05/2020 07:00 AM DSNY SAFE EXCAVATING @5290-000-011
A 6706 C(
HEY 6706 C(
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Roles and Permissions as an Exactix Web User

Excavator—View Office Tickets Role :: Closer Look at the Radio Buttons

In the Excavator—View Office Tickets Role, you have
another radio button called My Office Tickets. Clicking
this radio button changes your filter to display all tickets
submitted by you as well as any other person in your Office
that submits Location Requests.

O My Tickets (®) My Office Tickets

Tickets @ QFilter by Ticket

*Past 60 days Min 5 characters re

Expiring Tickets

*In the next 5 days Stree
My Tickets on Map PN 11 0V
Response Status N 6706 ¢

PR 6706 (

You can view all Automated Positive Responses (APR) for any Location Request in this role by using the Response Status
tab in the secondary ticket menu, or by using the three-dot menu next to each ticket and choosing the View Responses

option.

O My Tickets (@) My Office Tickets

Tickets @ QFilter by Ticket

*Past 60 days Min 5 characters re

Expiring Tickets

*In the next 5 days Stree

>l
o
<

My Tickets on Map

Response Status | s ~ 6706«

e
>
a)]
~l
o
(o)

BRITTONFIELD PKWY,
COLLAMER RD,

View Ticket

B View Responses

v Work Completed

& Print Text
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Roles and Permissions as an Exactix Web User

Excavator—View Office Tickets Role :: Multiple Associations

If you are a user that is associated with multiple or all
Offices for your Company, and you are in the DANNY DIGGER ::
Excavator—View Office Tickets Role, you will be able to _ i _
see all Location Requests for every Office association. New - List - Dashboard

You can also submit your own Location Request for any
of the Offices in which you are associated as a contact.
To do this, click on the New button to start a Location eeTris per Fige
Request. If you are listed as a contact of more than one u 25
Office for your Company, you will see an Excavator
Profile tab next to your Map and Help tabs on the
right-side of the screen.

-

Results: 11

Company Name Ticket Numbet

Here, you can select which Office information you would DSNY SAFE EXCAVATING 06010-000-024
like your Contact Information to reflect for the Location
Request.

[.:a-"&“ DANNY DIGGER o
s e ol
1 Function:  New Saveas;  +" Complete
t DANNY DIGGER Naotify By
Phones: (315) 437-7394 W Ao /Dfscard
Contact Information Excavator Profile Map Help
a 5 171
) Y YOU ARE CONNECTED TC MULTIPLE COMPANIES OR OFFICES
l | EFICE The selected Contact i Fnked to the fallawing Excavator Companies and Officed:
i Company: 154931 DSNY SAFE EXCAVATING _
ENVI L 3 Office: 17118 ROCHESTER OFFICE select
Office: 17116 SYRACUSE OFFICE
NY
Phone = [555) 555-5555 Email ~ DONNA@SAFETYMET

DOIGGER@SAFEEXCAVATING.COM

Excavator [ Site Contact Information

k Start Date and Time: 06/05/2020 07:00 AM
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Roles and Permissions as an Exactix Web User

Excavator—View Company Tickets Role :: Explanation of Role

The Excavator—View Company Tickets Role is a supplemental role for authorized web users. This role is added to a
web user with other role(s) outlined in this guide. The permissions add a radio button to the top of the user’s Ticket
Dashboard, allowing the user to change their filtered ticket-view to include all Location Requests submitted by anyone
associated with the same Company as the user.

For example, if a Company has two regional offices, a person in the Excavator—View Company Tickets Role will be
able to change their Ticket Dashboard to view Location Requests submitted by other users from the same Company
in which they are associated.

Let’s take a visual look at how to utilize the Excavator—View Company Tickets Role.

After logging into the system and clicking on your Ticket Dashboard, look at the radio button options above your
dashboard. The My Tickets options filters and displays tickets that you as a user have submitted and those tickets in
which you have been assigned as a Field Contact.

bal_lﬂlj DANNYDIGGER 13 2 &
DANNY DIGGER New List - Dashboard
|
f__‘ - . Lemis per Page
(@) My Tickets (U My Company Tickets & b
Results: 11
T IC k ets Q Filter by Tickws 1234 06/04/2020 07.00 AM DSNY SAFE EXCAVATING  06010-000-024
*Past 60 Ua‘ﬁ Min 5 characters e 1234 06/04{2020 07:00 AM DSNY SAFE EXCAVATING  05010-000-026
- : NG 1234 06/04/2020 07:00 AM DSNY SAFE EXCAVATING  06010-000-024
Expiring Tickets
) Cip N8 1234 06/04/2020 07:00 AN DSNY SAFE EXCAVATING  06010-000-024
*In the next 5 days 2108
uCE CUSTOM FIELD 06/08/2020 07:00 AM DSNY SAFE EXCAVATING  05010-000-004
i : = NG I 06/04/2020 07:00 AN DSNY SAFE EXCAVATING  05290-000-018
y liC ets on Map A
VZ34ABCD 06/05/2020 07:00 AM DSNY SAFE EXCAVATING 05290000013
Res p onse St atus . SARAGE 12348C 06/05/2020 07:00 AM DSNY SAFE EXCAVATING  05290-000-011
$ AN 670
il f=wial
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Roles and Permissions as an Exactix Web User

Excavator—View Company Tickets Role :

In the Excavator—View Company Tickets Role, you have
another radio button called My Company Tickets.
Clicking this radio button changes your filter to display all
tickets submitted by you as well as any other person in
your Company that submits Location Requests.

Closer Look at the Radio Buttons

O My Tickets My Company Tickets

Tickets @ QFilter by Ticket N

*Past 60 days Min 5 characters requ

Expiring Tickets

*In the next 5 days

My Tickets on Map PR 11 OVEF
Response Status ' eried
PN 6706 CC
2 A 6706 CC

o e
alreet

You can view all Automated Positive Responses (APR) for any Location Request in this role by using the Response Status
tab in the secondary ticket menu, or by using the three-dot menu next to each ticket and choosing the View Responses

option.

O My Tickets My Company Tickets

Tickets @ QFilter by Ticket N

*Past 60 days Min 5 characters requ

Expiring Tickets

*In the next 5 days

o e
alreet

(1 1]

BRITTONFIELD PKWY,
COLLAMER RD,

View Ticket

B View Responses
My Tickets on Map PR 11 OVEF
v Work Completed
Response Status [~ °706¢C
RS 6706 CC & Print Text
EA 6706 CC

190

Complete Exactix Guide :: External Users



Roles and Permissions as an Exactix Web User

Excavator—View Company Tickets Role :: Multiple Associations

If you are a user that is associated with multiple Offices
for your Company, or multiple Companies, you can
submit your own Location Request for any of the Offices/
Companies in which you are associated. To do this, click
on the New button to start a Location Request. If you

are listed as a contact of more than one Office for your
Company, or more than one Company, you will see an
Excavator Profile tab next to your Map and Help tabs on
the right-side of the screen. Here, you can select which
Office information you would like your Contact Information

New

= List | Dashboard

DANNY DIGGER ::

Items per Page

u 25 -

to reflect for the Location Request.

Company Name

Results: 11

Ticket Numbe!

DSNY SAFE EXCAVATING 06010-000-024

Callgf DANNY DIGGER ::
Call 81
1 Il T Mew " Complete
DANNY DIGGER Natify By
Fhons:  (315) 437-7394 W Ao /Discard
Contact Information Excavator Profile Map Help
a 5 171
= 5 YOU ARE CONNECTED TO MULTIPLE COMPANIES OR OFFICES
l | EFICE The selected Contact i Fnked to the fallawing Excavator Companies and Officed:
T Company: 154991 DSNY SAFE EXCAVATING _
ENVI L CLEAN-U Office 17118 ROCHESTER OFFICE select
Office: 17116 SYRACUSE OFFICE
Arldress
WS NY
(315
Fhone = [555)555-5555 Emall - DONNA@SAFETYNET
DDIGGER@SAFEERCAVATING. COM
Excavator [ Site Contact Information
B a3 mall
] For
job1
e
& Start Date and Time: 06/05{2020 07:00 AM
- .
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How to Link a Field Contact to a Ticket or Office

Explanation

When creating a Location Request, you will have to enter one or more Field Contacts in the Excavator/Site Contact
Information section of the form. This is a person(s) that Dig Safely New York, its Member Utilities, or the respective
Utility Locators will contact with questions regarding the jobsite listed on the Location Request.

A Field Contact can be any person you designate. When you click in the Field Contact text box, a list of people
associated with your Company will appear. You can choose someone from this list by clicking on their name, or you
can choose to manually type in a name and their contact information (i.e., phone number and email).

my.UDigNY.org :: Access. Information. Support.
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How to Link a Field Contact to a Ticket or Office

Selecting someone not associated with your office

If the Company you are associated with has multiple
Offices, any person from that Company will appear in
the dropdown list.

If you choose a person or manually type in a person not
associated with the same Office as you, you will see green
text appear under the Field Contact text box that says
Use on this Ticket only (click to change). This indicates
the status of that Field Contact.

By default, a Field Contact that is not associated with
your Office is only used for that specific Location Request.
Should you wish to associate that person with your Office,
click on the Use on this Ticket only (click to change)
green text under their name. Clicking this will link the
person to your Office and the text will then change to say
Link to Office (click to change), which is the new status
of that Field Contact.

Excavator f "a|te Contact Information

- | [?1 6} 260- 0361 aaschetune@mgsafely
{315) 555-5555 &706 COLLAMER RD, EAST SYRACLISE, MY, 13057, ONONDAG,
+ 74151 BRIAN KELSEY
1215) 437-7354
I 73150 PATRICIA KELSEY
wa {315) 437-7384 | S—

73163 MELISSA LUCAS
jof {315) 437-7304

TATTE DANNY DIGGER
1215) 437-7354

ANDREW SCHETTINE
(716} 260-0361

ANDREW SCHETTINE DSN E ATING - MIDDLETON OFFICE
{716} 260-0361 75 RA RDAD .‘WE M]JDLE ON MY, 10040, ORANGE
ANDREW SCHETTINE DSNY SAFE EXCAVATING - BUFFALO OFFICE
(716) 260-0361 3637 UMDN RD, SUITE 6, LHEEKTGW-\GA MY, 14225, ERIE

£ 13- ROCHESTER OFFICE —
1555 EAST HEI\R[E'I'I'A nn RDCHESTER MY, 14623, MONROE

Work Start Date and I|||||_ 0&!18}2020 07:00 AM

i ol s 3 Ll nef1glanan

Alternate Phone: (555) 555-5555
Email: NSMITH@SAFEEXCAVATING.COM

Excavator / Site Contact Information
Field Contact Phone
~ JAKE SMITH (315) 555-1234
Update Contact and Link to Office (click to change)

<4 Add additional Contact

Excavator / Site Contact Information
Field Contact P

~ ANDREW SCHETTINE (7

Use on this Ticket only (click to change)

Excavator / Site Contact Information
Field Contact

- ANDREW SCHETTINE
Link to Office (click to change)

)

—_
~1
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How to Link a Field Contact to a Ticket or Office

What does linking to Office mean?

Linking someone to your Office provides that person with the ability to place Location Requests on behalf of your Office.
They are still the contact but the Office ID field, Office Name field, and Address field in the Contact Information section
of the Location Request creation form will now be that of your Office.

If you are a user that is associated with multiple Offices or Companies, you will see an Excavator Profile tab next to your
Map and Help tabs on the right-side of the Location Request creation screen. Here, you can select the Office or Company
information you would like to use in the Contact Information section for each new Location Request you create.

DANNY DIGGER = 2 &

sntact:  DANNY DIGGER datify By:
hone:  (315) 437-7394 W | anoryDiscan

Excavator Profile Map Help

Contact Information

¥OU ARE CONNECTED TO MULTIPLE COMPANIES OR OFFICES

oS The selectod Contact bs i foll g Excavator C s and Offices:
= Company: 154991 DSNY SAFE EXCAVATING select
CLEAN-UP - Office: 17118 ROCHESTER OFFICE s
Office: 17116  SYRACUSE OFFICE

Phone - (555) 555-5555 Emall = DONNA@SAFETYMNET

DDIGGER@SAFEEXCAVATING.COM

Excavator [ Site Contact Information

(e 06{05/2020 07:00 AM
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How to Link a Field Contact to a Ticket or Office

What does Use on this Ticket Only mean?

If the Field Contact status remains in the default option of Use on this Ticket Only (click to change) then that
Field Contact will only have access to that specific ticket information and its respective utility responses.

DANNY DIGGER = 2
W Copract DANNY DIGGER N
: Phone:  (315) 437-7394 L]
DANNY DIGGER Company: DSNY SAFE EXCAVATING Office: SYRACUSE OFFICE
c Type. CONTRACTOR Alistry. ENVIRONMENTAL CLEAN-UP pid i telp
06 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
P v (315)437-7394 Q] ER=CE
A . Phone: (555) 555-5555 Alterate Fmal DDIGGER@DIGSAFELYNEWYORK.COM
Eral: NSMITHESAFEEXCAVATING COM =]
- :  +]
Excavator / Site Contact Information B
Field Contact Phone B
~ ANDREW SCHETTINE (716) 260-0361
Use on this Ticket only (click to change) E D )
O] .
. s T
i SHacusE s .
v @ NEW, YORK | o/
o S
g do:
: o
o @
Dal
W Time DRf18/2020 07:00 AM e
W npleed oy 06/18/2020 -
Lise th dees nat start by: 07/02/2020 @
Prior L7 ]
Site Information
Dig Site Type:  Street/Address
Ny
Nea n
196 Complete Exactix Guide :: External Users



How to
Configure Your Views and Filters



Configure Your Views and Filters

Explanation

Exactix provides you with the ability to customize how

you view and filter the Location Requests that you have
permissions to see, whether it is just your tickets, those
tickets from your Office, or tickets submitted by your entire
Company.

The view is composed of column headings that pull
information from Location Requests. For example, the
view will display the Ticket Number.

198

The filter options allow you to refine your search results.
For example, you can filter to only show tickets that were
submitted using manual mapping tools. Or, you can filter
to only show tickets that were submitted in the last 7 days.

The views and filters can work together or alone, using
customized ones of each or default system options.

Let’s take a visual look at how you can customize and
utilize views and filters.
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Configure Your Views and Filters

List and View bufttons

After logging into the system and clicking on your ticket
dashboard, click on the List option in the top right-hand

corner under your name.

Clicking on List will bring up all the tickets you have
permission to view using the System Default view and
filter. To customize the way these tickets are displayed
for better personal functionality, first, click on the
View: System Default dropdown arrow.

Next, click on the green Configure text.

123A8C

123480

1234

6/16/2020 0700 AM

OB{17/2020 07:00 AM

06112020 07:00 AM

DENY SAFE EXCAVATING

DENY SAFE EXCAVATING

DENY SAFE EXCAVATING

Bl 2 Mewt »

06100-000-001

06110-000-004

O60E0-000-006

Results: 27

S Filter by Ticket Nurmber
Min 5 characters required

View: System Default ~

o1 MY NEW FILTER - TEST

H CONTRACTOR
I® CONTRACTOR

i CONTRACTOR

CONTRACTOR

i . CONTRACTOR
1 . CONTRACTOR

CONTRACTOR

2

B

154991

154991

154991

154991

154991

154991

154991

@ | Ticket Search

QFilter by Ticket Number
Min 5 chai 1

View: System Default ~

« Systemn Default
SYSTEM DEFALLT
SYSTEM DEFAULT - COPY
VIEW PRACTICE 2

iR 06080-000-006

| [V

PAST 30 DAYS

B
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Configure Your Views and Filters

Configuration of View

Clicking the Configure text will open a new view with a Column Chooser box.

Column Chooser

Crmate/Capy = Swinch = Dplate =

1 Agent

iz Taken Date

iz Ticket Number -

iz Comgany Name -

.
D o o o o o o

3 Company 1D

S B Vg @ View & Cancel

To build your own configuration to view tickets, click on
the Create/Copy dropdown text. You can choose to build
your view from scratch by clicking on the New empty view
option, or build off of a current view by clicking on that
view name (i.e., System Default).

Column Chooser

Create/Copy « Switch = Delete -

New empty view
i Copy a saved view

System Default

« SYSTEM DEFAULT he column order,
SYSTEM DEFAULT - COPY

L + 0
VIEW PRACTICE 2

Wb NUmBer -~ O
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Configure Your Views and Filters

System Default

By selecting an existing view, you are creating a copy of
that view. Let’s go over how to build off the System Default
view. You will notice after selecting the view, the Name

field will add the word “copy.” Your new view name would
be “SYSTEM DEFAULT — COPY.” This can be edited and
renamed to something of your choosing, or you can opt to
keep it as is.

Under the Name field, you will see the current columns
within that pre-existing view.

You can choose to keep these columns or delete them at

Column Chooser

Create/Copy « Switch = Delete =

MName

SYSTEM DEFAULT - COPY

Enter a Name to save
I My default

Add or remove columns. To change the column order,
drag and drop a field.

- ) i i :: County u]
any time by using the trash can icon to the right of each (
column title. i:2 Job Number u]

i Agent g
i Taken Date [u]
:s Ticket Number g
i:2 Company Name u]
:i: Company ID g
I
To add a column to your view, click on the +Add a column
text under the existing column options. Clicking this will + Add a column
add a blank column to your list. Click on the blank field
and use the scroll bar to view the column options available o N - g
to add to your view. Options that are available are those = 2ompany Hame
relevant to or directly on the Location Request creation _
form, which include things like: :2: Company ID v O
Job Number 5
m  County
m  Work Start Date
= Work Type ~ Office Name q
®  And More
Office State
2
Office Zip
Place
QA Assessor
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Configure Your Views and Filters

System Default

To move the order of how your columns will be displayed
on your List screen, click on the six dots to the left of the
column titles. After clicking, “hold” and “drag” the column
up or down, to your desired placement.

Once you have created the view you would like to use,
you can click on the View button at the bottom for single
one-time use, or click on the Save & View button at the
bottom to keep the new configuration in your view
options. At any time during the process, you can click
on the Cancel button to make the Column Chooser
box disappear.

:: County v O
22 Job Number ~ O
it Agent >~ @
::: Taken Date ~ 0
::: Ticket Number ~ 0
:i: Company Name v O
:: Company ID >~ O

Column Chooser

py ~ Switch Delete «

Name

SYSTEM DEFAULT - COPY

Enter a Mame to save

D My default

Add or remove columns. Te change the column order,
drag and drop a field

2t County ~+ O
i Job Number ~ O
o Agent ~ 0
i1 Taken Date v O
i1 Ticket Number ~ O

==s Comname Mamea - (m]

A This item has been changed but not saved

[B) save & View @ View O© Ccancel
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Configure Your Views and Filters

New Empty View

To start a view from scratch, click on the Create/Copy
dropdown text, and then click on the New Empty View
option.

This will provide you with a blank slate to create your filter.
Start with the Name field and type in a view name for your
configuration.

Next, click on the +Add a column text under the existing
column options. Clicking this will add a blank column to
your list. Click on the blank field and use the scroll bar

to view the column options available to add to your view.
Options that are available are those relevant to or directly
on the Location Request creation form, which include
things like:

m  Job Number
County

Work Start Date
Work Type

And More

Column Chooser
Create/Copy ~ Switch « Delete «
New empty view
System Default
+ SYSTEM DEFAULT he column order,
SYSTEM DEFAULT - COPY _
~ 0O
VIEW PRACTICE 2
i Job Number ~ g
Column Chooser
Create/Copy Switch Delete «
Name
Enter a Name to save
B I My default

Add or remove columns. To change the column order,
drag and drop a field.

+ Add a column

: v O
| ]
Office Name
Office State
2
Office Zip
Place
'
QA Assessor
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Configure Your Views and Filters

New Empty View

To move the order of how your columns will be displayed
on your List screen, click on the six dots to the left of the
column titles. After clicking, “hold” and “drag” the column
up or down, to your desired placement.

You can choose to keep these columns or delete them at
any time by using the trash can icon to the right of each
column title.

You can choose to make any view your default view so
that every time you visit the List screen, the selected view
will automatically be presented. To do this, make sure you

toggle the My Default option in the Column Chooser box.

Once you have created the view you would like to use, you
can click on the View button at the bottom of the Column
Chooser box for single one-time use, or click on the Save
& View button at the bottom of the Column Chooser box
to keep the view in your options. At any time during the
process, you can click on the Cancel button to make the
Column Chooser box disappear.

. County v O
2 Job Number v O
it Agent v @
::: Taken Date v O
~
:2: County v O
22 Job Number v 0
i Agent v O

Column Chooser
Create/Copy ~ Switch Delete
Name
NEW VIEW PRACTICE
Enter a Name to save
. My default
Add or remove columns. To change the column order,
drag and drop a field.
:2: Company Type v O
i Company ID ~ 0O
:1: Expires Date ~ O
i1 Meeting Date v O
+ Add a column
A This item has been changed but not saved

A This item has been changed but not saved

[B) save & View @ View O  Ccancel
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Configure Your Views and Filters

Finding your saved Views

Once you have created your own view(s), you can find them at any time within the List screen by clicking the View:
dropdown box under the Filter by Ticket Number field at the top left-hand corner of the screen.

DANNY DIGGER 11

i Hew

ol !Tlckel Search Hew st
Qe by Ticket Number m i 35 =
View; NEW VIEW PRACTICE ~ | Fllter PAST30DAYS ~ B Results: 30

+ NEW VIEW PRACTICE

154591 OG[30/2020 11:55 PM
System Default

SYSTEM DEFAULT 154881 OB 24{2020 11:58 PM

S¥STEM DEFAULT - COPY

59 o7/ 11:58 P

VIEW PRACTICE 2 15489 1012020 11:58 PM
154581 CE[25/2020 11:55 PM
I CONTRACTOR 158591 07012020 11755 PM
. CONTRACTOR 154591 7o {2020 1155 FM
CONTRACTOR 154531 06/30/2020 11;5% PM
] CONTRACTOR 154531 96/30/2020 11:59 PM

CONTRACTOR 154991 06{30/2020 11:50 PM

S . CONTRACTOR 154991 06/30/2020 11:50 PM

= CONTRACTOR 154931 06[30/2020 1159 PM
H CONTRACTOR 154941 o701 /2020 11:55 PM
HE CONTRACTOR 154591 06/29/2020 11:50 PM
i CONTRACTOR 154581 06/26/2020 11:50 PM
i CONTRACTOR 154991 07/01/2020 11:59 PM
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Configure Your Views and Filters

Finding your saved Views

You can choose to make any view your default view so that e I TR Gibay s
. L. . . . in 5 characters require
every time you visit the List screen, your desired view does : :
not have to be selected TO dO thiS' CWiewr NEW VIEW PRACTICE Filter: PAST 30 DAYS [EY
Saved Views Compar]
Select the view you would like as your default (this can be « NEW VIEW PRACTICE .
an existing filter or a filter you have built) System Default
SYSTEM DEFAULT 154991
VIEW PRACTICE 2 15991
Configure 154991
then click on the green Configure text. , ,
View: NEW VIEW PRACTICE v | Filter: PAST30DAYS v [
Saved Views Cumpa_n
~ MNEW VIEW PRACTICE
154991
System Default
SYSTEM DEFAULT 154991
SYSTEM DEFAULT - COPY
VIEW PRACTICE 2 154351
Configure 154991
. CONTRACTOR 154991
Within the Column Chooser box, toggle the h
My Default option _COIumn Chooser
Create/Copy = Switch = Delete -
Mame
MNEW VIEW PRACTICE
Enter a Name ta save
0 My default
Add or remove columns. To change the column order,
drag and drop 4 field.
i Company Type -~
and then click the Save and View button at the bottom. 22 Company ID - n
i1 Expires Date « N
it Meeting Date + 0O

+ Add a column

*__This itermn has been changed but not saved

B Save & View @ View Q Cancel
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Configure Your Views and Filters

Filters

On the List screen, you also have the option to build your own filters. The filters allow you to refine your search of tickets
based on things like:

Time

Types of tickets
m  Types of mapping
= And more

In addition to configurable options, Dig Safely New York has built and saved several global filters for you to choose from.
To view these options, click on the Filter: System Default dropdown box to the right of the View: System Default box.

v System Default | | - Resalis: 33
¥ Filter: System Default ~ [
=Yakin Dats
Saved Filers
PR 611000004 || 77 ! 06/17/2020 12:05 AM DS SAFE EXCAVATING
MY TICKETS =
i® 06030-000-027 06/17/2020 12:05 AM DSNY SAFE EXCAVATING
PAST 30 DAYS B
i = 06090-000-024 05/17/2020 12:05 AM DSNY SAFE EXCAVATING
PAST 30 DAYS - COPY
IR 16100-000-001 PAST 7 DAYS = 06/16/2020 12:05 AM DSNY SAFE EXCAVATING
P = 08090000026 + Systemn Default 06/13/2020 1205 AM DSNY SAFE EXCAVATING
P 06110-000:004 TODAYS TICKETS & 06/11/2020 G2:10 P DSNY SAFE EXCAVATING
iR 06080-000-006 TODAYS TICKETS TEST = 06/11/2020 1205 AM DSNY SAFE EXCAVATING
H . 06100-000-004 i 06/10/2020 02:18 PM DSNY SAFE EXCAVATING
. 16100-000-003 06/10/2020 12:45 PM DSNY SAFE EXCAVATING
i 16100000002 [ 05/10/2020 12:20 PM DSNY SAFE EXCAVATING
i 06100000001 [ 06/10/2020 12,00 PM DSHY SAFE EXCAVATING
. DEOSD-000.025 [ 05{09/2020 14:25 PM) DISNY SAFE EXCAVATING
(35 4 I 0E030-000-028 o 06/09/2020 0414 PM DSNY SAFE EXCAVATING
HR . WA 1) 06/09/ 2020 0403 PM DENY SAFE EXCANATING
P DEC0-000-027 o 0603/ 2020 03;53 PH DSNY SAFE EXCAVATING
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Configure Your Views and Filters

Filters

To configure your own filter, click on the green Configure text at the bottom of the filter dropdown. Clicking the Configure
text will open a new view with a Filter Builder box.

TICE v~  Filter; System Default v [ Filter Builder

Vpe Saved Filters Company 1D atefCapy - Switeh - Delete =
MY TICKETS = vt ormes i o M ol o
OR 154391 creat i e 0o o gick o0 eaistireg ne sl S ILas your defadl
PAST 30 DAYS & and awp e
R PAST 30 DAYS - COPY 154351
PAST 7 DAYS L
R 154991
~ System Default )
R TORAYS TICKETS b 154391 Taken Date is in the last 30 days ]
TODAYS TICKETS TEST =~ . :
_ Save & view [ D Wil ®  Coscel
R Configure 154991 5
R 15449491
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Configure Your Views and Filters

Building a new filter

Within the Filter Builder box, click on the Create/Copy dropdown text, and then click on either the New Empty Filter
option, or an existing filter in the list. Clicking on an existing filter gives you the ability to modify and add to an existing
filter. Clicking on the New Empty Filter option, provides you with the opportunity to build a filter from scratch.

Filter Builder

Create/Copy. Switch Delete

MY TICKETS - CORY

Filter Builder

Delete «

Create/Copy Switch

ised when you don't
e your default filter,
set it as your default

New empty filter b
Copy a saved view +angg

MY TICKETS
PAST 30 DAYS -
PAST 30 DAYS - COPY

PAST 7 DAYS =

k

v System Default
TODAYS TICKETS & T v
TODAYS TICKETS TEST & nd

s ?
save & View | [ @ IMew _ O | Cancel |
Filter Builder

Creata/Capy, « Switch = Delete -

Ceer 4 Horme L e Mame
= Inler & Mame Lo g
W Wiy defaul
- et I My defaule
A cor perm filt
Add or remove fillers
Taken Dale is laday o
AND Agent is rysell &0 Taken Date Is in the last 30 days -
B swesviw | | @ view ® Canral Sasv i Views G) Wiew ® Carcal |
- .
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Configure Your Views and Filters

Building a new filter

To add filters, click in the empty text field dropdown and select from the available options. Each option will generate a
pop-up for further information based on your selection to assist with building your filter.

Filter Builder

Create/Copy = Switch = Delete «
Harne
MY TICKETS - COPY
Ceer 4 Horme L e
I by default

el oo remme Tl e,
Taken Dale is loday o
AND Agent is mysell a0
B Zave & visw e & cancal

Filter Builder

Create/Copy = Switch - Delete -
iy

Y TICKETS - COPY

Friter a Mama o 4w

I My default

Agent

Company 10

Company Name

Company Type |

County

Lraate Soer

For example, if you wanted to have a filter to view tickets in a specific county, select the County option from the
dropdown menu. This will generate a pop-up window asking you to type one or more counties you would like to

include into your filter.

Continue to add filters based on the options to refine the list of tickets visible that meet the criteria you are outlining.

County

Search Text..

Hiz Enzar to.zod tesit to e filzar

& cancel

County

CORTLAND & OSWEGO @

Search Texl,,.

Hit Enear o add zext oo the filter

W Accept

® cancel

210

Complete Exactix Guide :: External Users



Configure Your Views and Filters

Building a new filter

By default, the New Empty Filter option filters tickets in
the last 30 days. To change this, click on the gear icon
next to the text.

If you are modifying or adding to an existing filter, you will
see that same gear icon next to the pre-set parameters
that filter is generating. You can change these by clicking
on the gear icon to meet your needs.

Filter Builder

Create/Copy, - Switch -

Mame

Delete «

Entzr a Mamez to save

B my default

Add ar remave fillers,

-

Taken Date is in the last 30 days

Taken Date

o )

H Cancel

O All Dates

(O Today

(O Yesterday

(O Last Week (Last Sunday to last Saturday)

O Last Month
Days

(@) Past Days 45/ -
Max is 60

O Past Hours Hours

)

Max is 24
(O single Date Date B
{mm/dd/yyyy)
(O Date Range Start Date 1 End Date
{mmiddjyyyy) (mm/dd/yyyy)
O cancel +/ Accept

Mame

MY TICKETS - COPY

Enter a Mame 1o save

I My default

Add ar remove filters.

Create/Copy « Switch « Celete «

Taken Date is today ‘// :l\

AND Agent is myself “\\ ) //“

@) Save & View @ View ® Cancel
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Configure Your Views and Filters

Viewing and selecting default filters

Once you have created your own filter(s), you can find them at any time within the List screen by clicking the
Filter: dropdown box under the Filter by Ticket Number field at the top left-hand corner of the screen.

Just like the views, you can also make any filter your default filter so that every time you visit the List screen, your desired
filter does not have to be selected. To do this, select the filter you would like as your default (this can be an existing filter
or a filter you have built), then click on the Configure text. Within the Filter Builder box, toggle the My Default option

and then click the Save and View button at the bottom.

chet Number
=]

Filter Builder

View: NEWVIEWPRACTICE w | Filter MY NEW FILTER-TEST » [3
i Ei Create/Capy ~ Switeh « Delete -
i= CONTRACTOR e M NEATFILTER + FeST 154581 o6/ Aotz
MY TICKETS = MY NEW FILTER - TEST
HES CONTRACTOR PAST 30 DAYS = 154881 o8 Erter a Nane 1 s
PAST 30 DAYS - COPY . My default
{ CONTRACTOR P — = 154551 ot
Add grremoye filszes
= CONTRACTOR i 154991 062
TODAYS TICKETS = -
H l CONTRACTOR TODAYS TICKETS TEST & 154851 o7 -
£ l CONTRACTOR 154991 7l Taken Date is in the last 45 days -]
AND County is GNOMNDAGA' o0
H CONTRACTOR 154991 573
HES CONTRACTOR 154901 o5/ B Suve & iaw o WiEw ®  chricel
£ . CONTRACTOR 154991 063
1 1 am
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Configure Your Views and Filters
Using the Views and Filters

Using the Views and Filters on your List screen, gives you the ability to refine the number of tickets and types of tickets
you are viewing. This gives you the ability to manage your work in your own way and use the data to make internal
decisions on things like priorities.

For assistance with configuring views or filters, please contact Dig Safely New York’s Web Services team.
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How to Utilize the Manual Mapping Tools

Explanation of Manual Mapping Tools

Based on your permissions within the Exactix system, you may have the option to use the manual mapping tools provided
on the map, to the right of the Location Request creation form.

These manual mapping tools will allow you to create your map before entering an address, street, or intersection into the
Site Information section of the Location Request creation form. You can also utilize the manual mapping tools after you
type in an address, street, or intersection to manipulate the mapped area to meet the specifics of your Site Information.

Let’s review each of the manual mapping tools and how to use them.

Excavator Profile Map Service Areas Help
- |
F1 service Areas Contact Information a Eﬂﬁﬂ
&, Destinations [+ |
2 Communications
-
g @
% o
i .
Rochester Roipe Saratags
2 Syracusa  Oneida Springs
v Altermiate Contact # Tupe ™ Altsrmats Cont Buifhlg, @ 1
i NEW YORK
o ' o A
Excavator [ Site Contact Information Lo ) o W]
Waork Type
o .
i ’
@
o
Da
¥ e O6)25/2020 07:00 AM
be completed by:  06f25/2020
ea if work does not start by:  07/10/2020
pe Regular u
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How to Utilize the Manual Mapping Tools

Map View Tools

We will begin with the tools that change your map views and assist you in locating specific points on a map.

These include:

Search Tool
Zoom In/Out Tool
Overview Map Tool

Toggle Full Screen Tool

Toggle Base Map Tool

migany 12 Office 1D

meany Name Office Name

Industry il

State Ziga

Tvpe ¥ Alternate Contact #

Ernall MfA: D Exclude from Ticket: D

AN
f2020
by, 07[10/2020

BEEEER Ol B

Excavator Profile Map Service Areas Help
L] |9
P
/- o
P 4
A 'l
Lo D
{.-" Ry . a 1
4 1 1
. — - _Z &
44
Rochester Rede | Saratoga
s 2 Syracuse | Oneida J Springs |
. k- o W
Buﬁalq’ @
NEW;YORK
k. - J - CATbany-—y
- o i
o ;
L /
o ' ]
L,\ .I'
5 |
- 1 @ @
D a8
@l =
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How to Utilize the Manual Mapping Tools

Map View Tools :: Search Tool

The magnifying glass in the top left corner is your Search tool. You can use the Search tool to look for streets, places,
points of interest, and latitude/longitude coordinates statewide or within your current map view.

To utilize the Search tool, click on the magnifying glass. You will notice that the icon will turn green and you will see a
dropdown arrow in the left-hand corner of the search field. To view your options, click on the arrow.

To search for a street, place, or point of interest, begin typing in the search field. A list of possible matches will appear
based on your search. Select the match by clicking on the option. You will notice your map will change to highlight the
street, place, or point of interest that you have select based on your search with a red outline.

i EyEEEtaE Bl N T m [—S[reers. Places, Points of Interest
- !
v Bbearch b4
[P
=0 b
Enter intersection as: street & cross f})
= -
* Sea
- B = [1 Streets, Places, Points of Interest
ys ® Lat/Lon Coordinate
= D Within map view
~ i
2 |  State-wide
1 g Bochector Rome
m Streets, Places, Points of Interest
‘ v destiny mall x\ —a—— E
. Enter intersection as; street & cross @ [
+
= ., 199 DESTINY DR, GLASCO (ULSTER, NY) £ =
N L e A
Strest L3 2 Sy
) = i)
A 1-99 DESTINY DR, SAUGERTIES (ULSTER, MY} u 7 54
E 2 Streot m y _
Vg Destiny Usa
s 199 DESTINY LN, MILLERTON (DUTCHESS, NY) ¥
Street vl
y 4
ye
E . 0-10999 DESTINY USA DR, 5YRACUSE [DNONDAGA, NY) | Saratoga el
Street Springs "
|t i
@ 8 Destiny Usa, SYRACUSE (ONONDAGA, NY) | e
Shopping Center Albany :
| o o *
9 Destiny Usa, SYRACUSE (ONONDAGA, NY)
5 Shoppling
L5c B @ Destino, CHATHAW (COLUMBIA, NY) 1
Restaurant )
(-] Destiny Usa-West, SYRACLISE (ONONDAGA, NY) ol |
RS e s
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How to Utilize the Manual Mapping Tools

Map View Tools :: Search Tool

If you are looking to find a location on your map using
latitude/longitude coordinates, click the down arrow on the
left-hand side of the search field and click on the Lat/Lon
Coordinate option. This will change your search field to
accept latitude and longitude coordinates.

Type in your latitude and longitude coordinates using a
comma to separate them (the system will insert a space
between the coordinates for you), and press the enter/
return key on your keyboard. You will notice your map
changes to pinpoint your desired coordinates, indicating
the exact spot with a red marker.

= [1 Streets, Places, Points of Interest L

-

Example: -83.091123, 40.088234  ENTER to position @

* Searc|

® Lat/Lon Coordinate

Within map view

|  State-wide
e (=] "
Lat/Lon Coordinate
‘v -76.1720, 43.0684 X1

Example: -83.091123, 40.088234  ENTER to position @ a

* Search limited to 5 miles of the current map view

- A ¥ . &
3 4 a s

[VI - X

Enter intersection as: street & cross @

* Search limited to 5 miles of the current map view ra Inside

¢

ny Usa Dr@
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How to Utilize the Manual Mapping Tools

Map View Tools :: Zoom In/Out

Located under the Search tool, you will find your Zoom In/Out tools. These buttons are a minus icon (-) for Zoom Out
and a plus icon (+) for Zoom In. You can utilize these tools at any time during the mapping process to get a better view
of the map.
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4 »
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:/
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{ ST . \ \ , _.r—\_,\ g \‘ ‘,; A'bany'ﬂ_ )
2 P / | ' \
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How to Utilize the Manual Mapping Tools

Map View Tools :: Zoom In/Out

While creating a Location Request, you also have the
option to right-click on your map. Doing this will provide
you with the ability to:

m  Zoom to Dig Site

m Zoom to Near Street
m ZoomIn

m  Zoom Out

You can use these options within the map at any time.

The Zoom to Dig Site allows you to go back to your blue
highlighted dig site area if you stray away on the map. The
Zoom to Near Street will provide you with a view of the
Near Street(s) you have selected in the Location Request
creation form. The Zoom In and Zoom Out options work
the same as the zoom buttons on the map, previously
reviewed.

£

E Rochester Rncl;ne Sara_tuga 1
E e Syracuse  Oneida Springs
550 ° 7
E & Zoom to Dig Site
. € Zoom to MNear Street :l'l\f
P i
@ ZoomIn
@ Q Zoom Our
9 {

€ Zoom to Dig Site
€ Zoom to Near Street ;"

@ ZoomIn
Q Zoom Out *

— - e

Jr—
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How to Utilize the Manual Mapping Tools

Map View Tools :: Right-Click on Map Menu

On the bottom left-hand corner of your map, you will see an icon that looks like two right-facing arrows. This is the

Overview Map tool.

You can use this tool at any time during the mapping process. Clicking on the Overview Map will open a small square at
the left corner of your overall map with a zoomed out area that includes your search point or dig site.
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How to Utilize the Manual Mapping Tools

Map View Tools :: Toggle Full Screen Tool

In the top right-hand corner of the map, you will see a diagonal line with an arrow on each end. This is your Toggle to Full
Screen tool.

Clicking the Toggle to Full Screen tool will make the map take over your entire screen. If you toggle your map to a full
screen, you will still have all your manual mapping tools available and will not lose any information on your Location
Request creation form. To exit out of the full-screen mode, click the X in the right-hand corner, or the escape (ESC) key on
your keyboard.
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How to Utilize the Manual Mapping Tools

Map View Tools :: Toggle Base Map Tool

The three lines icon located under your Toggle to Full Screen tool is called the Toggle Base Map tool.

The Toggle Base Map tool allows you to change your map to a satellite view at any time. Clicking on the tool again will

revert your map back.
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How to Utilize the Manual Mapping Tools

Explanation of Manual Mapping :: Edit your Mapping Tools

The next set of tools we are going to discuss are the tools you can use to map or edit your mapping. These include:

Edit Dig Site Tool

Buffer Street or Map Feature Tool
Draw Polygon Tool

Draw Rectangle Tool

Draw Circle Tool

Draw Line Tool

To use these tools, you need to find a street, address, or point of interest on the map. Or, you can fill in the Site
Information section of the Location Request creation form and then edit the area on the map.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Edit Dig Site Tool

The Edit Dig Site tool allows you to change/edit the dig site area that is already highlighted on your map.
To use this tool, you must have your dig site information already populated into the Site Information section of
the Location Request creation form.

Once you click on the Edit Dig Site tool, you will notice it will turn green and you will have three new icons on your screen:

Save

m Cancel/Discard
Undo

Hover over your blue dig site with your computer mouse and follow the prompt to click one time. Clicking will turn your
blue shaded dig site into a gridded (hash marked) blue area.

If you click on the outside line of the now gridded dig site area, you will have the ability to expand your gridded area or
manipulate the shape of your dig site.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Edit Dig Site Tool

By clicking within the now gridded dig site area, you can
move the area entirely. When you click, “hold” and “drag”
the area to your desired location.

You can use the Cancel/Discard button to go back to your
original dig site. If at any time you need to erase a step you
have taken while using the Edit Dig Site tool, click on the
Undo button.

Once you have completed your edits to your dig site, you
can save your changes by clicking on the Save button.

Once you Save your dig site, the grid marks will disappear,
and your dig site will be highlighted in blue. Please note,
your Save, Cancel/Discard, and Undo buttons will
disappear as well after saving. To start over after saving,
click the green clear manual dig site map text in the Site
Information section of the Location Request creation form.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Buffer Street or Map Feature Tool

The Buffer Street or Map Feature tool allows you to extend your mapped dig site to include nearby parcels or streets.

Clicking on the Buffer Street or Map Feature tool will turn the button green and bring up three new icons. These are:

Save
B Cancel/Discard
Undo

Follow the prompt and double click on the area(s) or parcel(s) you want to add to your map. These areas will be
highlighted in a blue gridded area(s).

You can click the Cancel/Discard or Undo buttons at any time. The Cancel/Discard button will revert your map to its
original state. The Undo button will take you back to your previous action.

Once you have selected the areas you want to include into your dig site, click the Save button. Clicking the Save button
joins the added area to your original map.

Once you Save your dig site, the grid marks will disappear, and your dig site will be highlighted in blue. Please note, your
Save, Cancel/Discard, and Undo buttons will disappear as well after saving. To start over after saving, click the green
clear manual dig site map text in the Site Information section of the Location Request creation form.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Polygon Tool

The Draw Polygon tool can be used when the area you are trying to map is an irregular shape. Once you click on the
Draw Polygon tool, you will see the button turn green, and you will see the following icons appear on the map.

Save
m Cancel/Discard
Undo

Click one time on the area where you want to start drawing your dig site. Outline the area you want to map by clicking
once at each point of the shape, where the direction changes. If at any point you make a mistake, you can click the Undo
button to go back to your previous action.

When you have finished outlining the area, then double click on your last point to stop drawing. The new dig site will be
highlighted in a blue gridded (hash marked) area. Click the Save button to finalize your polygon.

Once you Save your dig site, the grid marks will disappear, and your dig site will be highlighted in blue. Please note, your
Save, Cancel/Discard, and Undo buttons will disappear as well after saving. To start over after saving, click the green
clear manual dig site map text in the Site Information section of the Location Request creation form.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Rectangle Tool

The Draw Rectangle tool can be used to draw either a
rectangular or square dig site. This tool is useful when the
area you need to map extends more than 200 feet from the
road (i.e., into a field).

Once you click on the Draw Rectangle tool, you will see
the button turn green, and you will see the following icons
appear on the map.

Save

m Cancel/Discard
Undo

Using your mouse, click once on the first point on the map
you would like your square or rectangle to begin. Click
once at each point of your square or rectangle, where the
direction changes. If at any point you make a mistake, you
can click the Undo button to go back to your previous
action.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Rectangle Tool

Double click at the last point to stop drawing. Your new
dig site will be highlighted in a blue gridded (blue hash
marked) area.

Click the Save button to finalize your square/rectangle.

Once you Save your dig site, the grid marks will disappear,
and your dig site will be highlighted in blue. Please note,
your Save, Cancel/Discard, and Undo buttons will
disappear as well after saving. To start over after saving,
click the green clear manual dig site map text in the Site

Information section of the Location Request creation form.

You can revert to the original map by clicking the
Cancel/Discard button at any time before you click Save.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Circle Tool

The Draw Circle tool can be used to draw a circle with a 200-ft or larger radius.

To draw on the map, click the Draw Circle tool, which will turn green. You will notice the following icons will be added to
the map after clicking.

Save

m Cancel/Discard
Undo

Click once on the map where you would like the center of your circle to be. The circle defaults to a radius of 200-ft.
You can make the circle larger by “dragging” the mouse out until the desired footage is reached.

Once you have your desired circle, double click to stop drawing. The new dig site will be highlighted in a blue gridded
(hash marked) area.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Circle Tool

You can click the Cancel/Discard or Undo buttons at any time. The Cancel/Discard button will revert your map to its
original state. The Undo button will take you back to your previous action.

Once you have your desired circle, click the Save button

Once you Save your dig site, the grid marks will disappear, and your dig site will be highlighted in blue. Please note, your
Save, Cancel/Discard, and Undo buttons will disappear as well after saving. To start over after saving, click the green
clear manual dig site map text in the Site Information section of the Location Request creation form.

ERe

a@ cotemer RO
6b65 .

HBEEEHEN O 6B

=

=]

panec B :

\
p710-672> <2

|
v clear manual dig site map
\GA
Place
D DEWITT
ing Street Nearest Intersecting Street

232

Complete Exactix Guide :: External Users




How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Line Tool

The Draw Line tool is used to draw a linear shaped dig
site or to map out streets that have facilities located directly
along or underneath them. This is the best tool to use
when working Between Intersections.

Once you click on the Draw Line tool, you will see the
button turn green, and you will see the following icons
appear on the map.

Save

m Cancel/Discard
Undo

Using your mouse, click once on the first point on the map
you would like your line to begin. Click once at each point
of your line, where the direction changes. If at any point
you make a mistake, you can click the Undo button to go
back to your previous action.

Double click at the last point to stop drawing. Your new
dig site will be highlighted in a blue gridded (blue hash
marked) area.
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How to Utilize the Manual Mapping Tools

Edit your Mapping Tools :: Draw Line Tool

Click the Save button to finalize your linear dig site.

Once you Save your dig site, the grid marks will disappear,
and your dig site will be highlighted in blue. Please note,
your Save, Cancel/Discard, and Undo buttons will
disappear as well after saving. To start over after saving,
click the green clear manual dig site map text in the Site

Information section of the Location Request creation form.

You can revert to the original map by clicking the Cancel/
Discard button at any time before you click Save.
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How to Utilize the Manual Mapping Tools

Explanation of Manual Mapping Tools :: Other Mapping Tools

The final set of manual mapping tools is located on the top center of your map. These tools are:

Show Map Features Tool
Show Map Information Tool
Measure Distance Tool

Add Push Pins Tool

Position to Current Location Tool
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How to Utilize the Manual Mapping Tools

Other Mapping Tools :: Show Map Feature Tool

The Show Map Features tool can be used to show details =
2
on the map based on where your mouse(curser) E 2 P07 .
is positioned. It will show the: =
.‘.
m  City/Place =
m  Parcel
m  County
Click on the Show Map Features tool and move the =5
mouse around the map to see the details. E]
Once you have finished utilizing this tool, click on the
button again. When it is in use, the button will be green. _ - -
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How to Utilize the Manual Mapping Tools

Other Mapping Tools :: Show Map Information Tool

The Show Map Information tool is very similar to the
Show Map Features tool except you must click on a
location on the map.

Clicking on the Show Map Information tool and clicking
on the map will show the following information:

m  City/Place

m Parcel

m  County
It will not disappear from your map until you click the X'in

the pop-up window, or the clear text under the button

Clicking the done text under the button will keep the
information pop-up on your map.

When you are done utilizing this tool, click the button
again. When it is in use, the button will be green.
When the tool is not in use, the button will be blue.
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How to Utilize the Manual Mapping Tools

Other Mapping Tools :: Measure Distance Tool

The Measure Distance tool can be used to measure
distance. This tool is best used when mapping an area
based on distance (i.e., working 200-feet East of the
intersection).

To use the Measure Distance tool, click on the tool
then click once on the spot you want to start the
measurement. Drag the mouse to your desired end
point and double click. If the area you would like to
measure is not a straight line, click once at each point
the direction changes. Again, click twice at your end
point to stop measuring.

You can click the clear text under the button to remove
the measurement line, or click the done text under

the button to stop using the tool and the measurement
will remain visible.
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How to Utilize the Manual Mapping Tools

Other Mapping Tools :: Add Push Pins Tool

The Push Pin tool can be used to add a push pin to the
map. You can add as many push pins to your map as
you would like.

To add a push pin to the map, click on the Push Pin tool
button and then click once on the map, where you would
like the pin to appear. The push pin will appear as a red
marker. This tool is best used to mark a significant area
before zooming in/out on the map, or when repositioning
the map to another location.

You can remove the push pins by clicking on the clear
text under the button, or click the done text under the
button to stop using the tool and the push pins

will remain visible.
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How to Utilize the Manual Mapping Tools

Other Mapping Tools :: Position to Current Location Tool

The Position to Current Location tool is the last manual
mapping tool. This tool is best utilized to quickly get the
map zoomed into an area near you without touching the
Location Request creation form.

To utilize the tool, click on the Position to Current
Location button. You will notice that this is the only
tool that will not turn green after clicking. The map will
automatically change and center in on the geographic
location based on the device you are using.
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How to Utilize IVR to Check a Location Request
Explanation

When a Location Request is entered either through the One-Call Center or through the Exactix website, a list of the
Member Utilities will be notified that excavation is planned to take place near their underground facilities.

The Member Utilities receive a copy of the Location Requests. It is the Member’s responsibility to locate their underground
facilities, and to respond through Dig Safely New York’s Automated Positive Response (APR) system.

APR is a system that was established by the one-call notification system to furnish a single point of contact between
Member Utility operators and Excavators for the purpose of communicating the status of an excavation location request
as provided by the Members.

As an excavator, you can receive the Member Utility responses through a consolidated list to an email address or you can
receive an automated voice call letting you know your responses area available.

If you do not provide your email address on your location request, you will receive an automated phone call letting you
know your responses are available. You can check your responses through the Interactive Voice Response (IVR) system
through your Exactix account.

To check your existing responses through the IVR,

Dial 1-888-DIGGERS (344-4377).
Press 1 to hear responses for a ticket.
Enter the 11-digit ticket number.
Enter the main contact phone number on this ticket or press star (*) to enter a different ticket number.
Listen to the list of Member Utilities and their responses.
Once the list has been read:
Press 1 to hear the list again
Press 2 to enter a different ticket number to listen to those respective responses.

If there are questions regarding a response, you will need to reach out to the Member Utility’s Stakeout Contact directly.
This phone number can be found on the Location Request.
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How to Utilize Exactix Support for Excavators
Getting Started

If you need additional support regarding your Excavator account, role(s), or Location Request submission process, please
visit My.DigSafelyNewYork.com in your browser.

Here, you have various menu options to learn more about Exactix or gain Exactix support by submitting a support ticket.

Let us take a closer look at your options.
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How to Utilize Exactix Support for Excavators
Support Options

On the My.DigSafelyNewYork.com web page, you can select to learn about:

Dig Safely New York’s Learning Management System—Coursettra

The one-call platform—Exactix
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Oir Comralimant

Submit a Lacation Request
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How to Utilize Exactix Support for Excavators
Navigating the Support Options

To submit a support ticket, click on the Exactix Support

for Excavators button. m
Exactix Support for Excavators ‘ '

Once you click on this button, you will be directed to a Informational and troubleshooting articles, videos, and 2
portal separated by categories. Choose the topic which L qgggﬂg}p(
best pertains to your question or trouble area. Fill out the S
form that opens on your screen. Be sure to include your
first name, last name, and contact information. This form
will be sent to the appropriate support staff based on your
needs. Once the request/question is processed, you will
be contacted with notification that the issue has been
resolved and how, or contacted for more information to
better assist you.
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Exactix Excavators Portal
What can we help you with?

OA Needt a e DaEEWONIT Request hare, and wall 6000 gat Dack 10 you
O Request o new Exactic Encavalor Account
[ [ you account

o Unaile 19 Find & ticker? Or issues with tcket resporses? Lat we kraw how we can help
you

Unable 1o access or view an specific menu? Let us help you

0 Lat us kncaw what can we halp you with,

To learn more about Exactix, click on the Learn about AR i AT
Exactix button from the My.DigSafelyNewYork.com web Learn about Exactix, our new Location M
L . y. 9 v Request submission platform exa Ctlx
page. Clicking this button will open a new portal full of 3
informational articles, video tutorials, and more about the
Exactix system. You can choose to start based on a topic.

X Exactix Excavators

Esactix Excavators Partal

& Learn more about

Check bere # you are having issues to lagin or creabe your sccount

by e related 8 issums o quidnce itk the Merus, Dashboard and geners

Unabis to find a tickee? lisues with esponses? Check hare

Unabée b 366 or search samething you were suppased tod Undarstand better the Rizles and
Prrmissicns

] 10 s & eouesIT COnTact U »
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