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About this Guide

Exactix is UDig NY, 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 a UDig NY Member Utility can utilize the Exactix software to plan, assign,
track, respond, and manage their Service Areas and Location Requests.
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Setting up your account :: Existing Web User

If you had an existing web account with UDig NY for submitting Location Requests or responding to Location Requests
as a Member Utility, you will receive an email from Tickets@Exactix.UDigNY.org. 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 UDig NY’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.

User Registration for UDig NY

Man 10/2:

Hello from UDig NY!

You have been granted access to UDig NY's Exactix One Call System.

If this is your first time logging in to a 4iQ Exactix One Call System, you will need to create a new user when prompted to login. If you already have an account (for any 4iQ Exactix One Call system)
then simply log in with that account and it will be linked to the UDig NY system as well.

To complete registration, click

If you are not comfortable clicking the link in this email, you can copy and paste this in to your browse

This system does not support Internet Explorer. Please make sure you are using one of these approved browsers. It is also recommended to enable auto-updates in your browser to make sure you
are receiving the most up-to-date security and feature updates.

Google Chrome
Firefox
Microsoft Edge
Safan

Thank you,
UDig NY

Create Login

Using the email address
contests@digsafelynewyork.com.

Username

contests@digsafelynewyork.com

FLEASE BE AQVISED THES 15 NOIT A LIVE SYSTEM, ALL TICKETS BNTERED ON THIS SITE ARE FOR TRAINING DR TETTING PURPCSES DMLY,

Password requirements s b i 1 i ek i P

* Must be at feast 6 characters

=

Already have a login?
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Getting Started :: How to Use and Navigate Your Dashboard

Once you have an Exactix account and log in, you will see

your dashboard. The dashboard is your home screen

T : for your Exactix account. This screen will have information,
- _ _ - news, and/or alerts that UDig NY may need you to be
A5 ST LT D 4 T AT TG A1 aware of.

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.

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

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. UDig NY has preset a
: default theme to match its brand colors.
PLEASE BE ADVISED THIS 15 NOT A LIVE S¥STEM, ALL TICKETS ENTERED ON THIS STTE ARE FOR TRAINING OR TESTING PURPOSES ONLY.,

e i e There are several other options for you to
choose from, should you wish.

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

DANNY DIGGER

E
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How to Utilize the Roles and Permissions

About Roles and Permissions

The level of functionality you have in Exactix is determined by your role. UDig NY has established user roles for Member
Utilities, 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 UDig NY’s Member Support Team following authorization from the
Member or Service Area Manager and some training.

First, let us review the names of the different roles. Then, we will get into the functionality each role has within Exactix.

Member — Positive Response
Member — Mapping
Member — Service Area Manager
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How to Utilize the Member—Positive Response Role

Getting Started

Within this section of the guide, we will review how to navigate and utilize the dashboard and Secondary Ticket Menu
in the Member—Positive Response Role.

The Member—Positive Response Role is intended for specific contacts of Member Utilities to access and respond
to Location Requests for that Member’s Service Area(s).

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’s take a look at the features that are available on your dashboard in the Member—Positive Response Role.

Announcements

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

Pleasa reate this site Is nat compatible with Internet Explorer,
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Menu options

In the Member-Positive Response Role, you have
three (3) menu options.

These are:

®m Home Home

m  Tickets Tickets

. vl
m Service Areas Welcome to Exactix!

) ) £ Service Areas Go to Ticket Dashboard
Your Home menu optlon, is the home screen you are on,

which provides you with information, alerts, and news.

The Tickets menu option will take you to your ticket
dashboard. You can get to your ticket dashboard by
clicking the Tickets menu option, or by clicking the green
Go to Ticket Dashboard text on the home screen.

The Service Areas menu option will bring you to a page
displaying the Service Areas you as a positive response
member contact have access to.

Let’s take a closer look at the ticket dashboard.

my.UDigNY.org :: Access. Information. Support. 11
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The Ticket Dashboard

Your ticket dashboard provides you with the ability to see Location Requests submitted to your respective Service Area(s)
as a Member. This menu also reveals two (2) new options located under the four (4) icons to the right of your name.
These new options include List and Dashboard.

DANNY DIGGER

ioe Areas Tickets

rea Tickets @ a E -
Aesults: &
v \
= UJ0I{20200P00PM 6706 COLLAMER RD DewTT NG SAFELYNEWYORK  ADDITION CUDZANOTOOAM  DEGSAFELYNEWVORK DS290-000-016
: EASTCOM UTILITY
H n D5/10/2020 1750 PM COLLAMER FD DewnT DIGSAFELYNEWYORK  MOVING BRUSH stz g 16080-073.034
i l 1 Def0e/2020 1127 AN el oE W DIG SAFELY NEWYORK  GAS REPAIR OHE[00RITAM NATIONAL GRID D8080.543.071
i w DEIRIIZ 1700 M e IGNRED oewnTT NG SAFELYNEWYORK  NEW GAS SERVICE CAN0OTI0AM  NATRONAL GRID 0500540236
iF m 05(26/2020 0750 P S pRe BEWITT DIGSAFELYNEWYORK  REPLACE POLE 122 IIEMIOTI0AM  NATRONAL GRID 05210543058
EXPOSE CONDAT RO MICHDLAS
1% 0 05/22{2020 0700 FM o oE wITT DHG SAFELY NEWYORK  ELECTRICAL 06/23/2020 0700 A EXCANATION & 15200-156-005
UPGRAES CONSTRUCTION

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

List

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

~ Dashboard
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Viewing your Tickets

You will be able to view all Location Requests that impact your Service Area(s).

You also have a secondary ticket menu on the left-hand side of this ticket dashboard screen, in which you can use to filter
the tickets submitted to you.

Here, you can click to view:
Service Area Tickets (created in the past 60 days)

Response Due (Due in 48 hours)
m  Tickets on Map (using your current location)
m  All Responses (Tickets created in past 14 days)
Next to the secondary ticket menu is a Filter by Ticket Number field. Here, you can type in at least five (5) numbers from

a ticket number to bring up possible matches. To clear the search box or to start a new search, click the green reset text
next to the search field. When entering the ticket number, make sure you include the respective dashes.

DANNY DIGGER QFilter by Ticket Number reset

Min 5 characters required

@ My Service Areas Tickets

1 service Areas |
_ Service Area Tickets @ QFilter by Ti Current Response Respgd

Created in past 60 days Min 5 charactd

Response Due H
.

8 hours

.
b |
o
~l
~
o
—
—

A

Tickets on Map
All Responses . : 10 06/10/

past 14 days
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard

Service Area Tickets

Clicking on the Service Area Tickets tab in the secondary ticket menu will display all tickets impacting your

Service Area(s), created within the last 60 days.

@

DAMNY DIGGER 2 2 -3

. " 5053 BRITTONFIELD -

i l 10 DS/0B/2020 11:27 AM iy DEWITT
5063 F

10 05082000 O7:00 PM i STOMELD DEWITT

5053 BRITTONFIELD
PEWY

»
=l

005/ 26/2020 07:00 PM DEWIT

£l
=

051222020 07:00 P :?3 BITTONAELD.

DEWITT

a1 }

DIG SAFELY NEW YORK GRS REPAIR OBOBO-543-071

05{DE/2020 0527 AM

NATIONAL GRID

DG SAFELY NEW YORK NEW GAS SERVICE. 06052020 07:00 AM NATIOMAL GRID DE040-540-226

DIG SAFELY MEW YORK. REPLACE POLE 122 05/27/2020 0700 AM NATIONAL GRID 05210-543-050

EXPOSE CONDUIT FOR
ELECTRICAL
UPGARADES

NICHOLAS
EXCAVATION &
COMSTRUCTION

DG SAFELY MEW YORK 05/23{2020 0700 AM 05200-196-006

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

Current Response

This column displays the response your Service Area has
submitted on that Location Request. This can be blank

if your Service Area has yet to respond to that Location
Request, or it will have one of the coded responses listed
in this column if your Service Area has already responded.

Response Due Date

This column displays the date/time the response from your
Service Area is due based on the the date of the Location
Request submission, the Work Start Date and Time, as
well as the priority of the Location Request. For example,
an Emergency Location Request will reflect a Response
Due Date of two (2) hours after the Location Request
submission.

Street

This column displays the address or street of the dig site as
submitted on the respective Location Request.

Place

This column displays the municipality of the dig site
address on the respective Location Request.

14

Service Area

This column displays which Service Area is impacted
from the submitted Location Request. If you are only
responsible/assigned for one Service Area, you will see
the same Service Area name displayed in this column. If
you are responsible/assigned to more than one Service
Area, you will see the respective Service Area names per
Location Request.

Work Type

This column lists what type of work is pending for the
respective Location Request.

Work Start Date

This column depicts when the pending work will begin.

Company Name

This column displays what Company has submitted the
respective Location Request.

Ticket Number

This column displays the unique number UDig NY assigns
to each Location Request.

Complete Exactix Guide :: Member Utilities



How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Service Area Tickets

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

Depending on the number of Location Requests submitted
to your Service Area(s), you may have multiple pages of
Location Requests within the Service Area Tickets tab.
You can see how many pages you have by viewing the
display on the right-hand side above the column titles. You
can scroll through the various pages by using the forward
and back arrows, as well as change how many tickets are
viewed on one page by using the dropdown options. By
default, you will view 25 Location Requests per page.

Work Start Date

[ Sort Ascending
[ Sem Descending

Lirnit by
(&) A Datos
) Todwy
) Yestarday

(1 Last Week [ Last Sunday to last Saturday)

) Days fram Today Doy

) Tamarrow

©) Hours fram How Moo

Items per Page

25 v
Results: 6
Work Company  Ticket
Start Date Name Number
o . 25
50
ork Company,
art Date Name 100
. o |
my.UDigNY.org :: Access. Information. Support. 15



How to Utilize the Member—Positive Response Role

The Ticket Dashboard Additional Features

Let us go over additional pieces on the Location Requests that are not covered in the column headers.

INSTALL DANA DIGGS

10 01/27/2022 07:00 AM &706 COLLAMER RD DEWITT UDIG NY BASKETBALL HOOP 01/27/2022 07:00 AM LANDSCAPING 01242-000-003
10 01/27/2022 07:00 AM 6706 COLLAMER RD DEWITT UDIG NY IBPTIASST}(AEE'LBALL HOOP 01/27/2022 07:00 AM E::SS%LGPGIPSJG 01242-000-003
10 01/27/2022 07:00 AM &706 COLLAMER RD DEWITT UDIG NY ISITIASS.I}-(T;I'IEALL HOOP 01/27/2022 07:00 AM ?:TL\IQS%LGP?PSJG 01242-000-003
10 01/27/2022 07:00 AM &706 COLLAMER RD DEWITT UDIG NY IEP.‘IASS.I}-(AEI:I'LBALL HOOP 01/27/2022 07:00 AM E:PTSS[ELGP?:G 01242-000-003
10 01/21/2022 07:00 AM i?;DCOLLAMER DEWITT UDIG NY EXPAND DRIVEWAY 01/21/2022 07:00 AM UDIG NY 01182-000-001
10 01/10/2022 07:00 AM &706 COLLAMER RD DEWITT UDIG NY TEST HOLES 01/10/2022 07:00 AM UDIG NY 01052-000-005
l 10 01/21/2022 01:55 PM 6706 COLLAMER RD DEWITT UDIG NY PLANTING TREE 01/21/2022 11:55 AM E::SS%LGPGIPSJG 01212-000-002

These are:

Three-Dot Menu

The three-dot menu can be found at the beginning of each row, represented by three vertical dots.

E Clicking on the three-dot menu will provide you with the ability to take some quick actions on that
respective Location Request. We will review these options later in this section.

Colored Arrow/Line Symbols

The up or down colored arrow/line symbols can be seen on Location Requests next to the three-dot menu.

A
A green arrow pointing up with a line above it, is the symbol depicting that the Location Request is the most
recent version. This will be displayed on tickets that have more than one version.

A The red arrow pointing up, is the symbol depicting that information on the respective Location Request has been
updated. The updates to the Location Request did not impact the version of the ticket, though.

Colored Rectangles

Ticket Type for that respective Location Request. If you see no colored block, it means that it is a Regular/Legal
Location Request.

l The colored block/rectangle that you may see next to the Colored Arrow/Line Symbols represent the Priority/
A red rectangle indicates that the respective Location Request is an Emergency Ticket.
An orange rectangle indicates that the respective Location Request is a Short Notice Ticket.
A pink rectangle indicates that the respective Location Request is a Design Ticket.
A blue rectangle indicates that the respective Location Request is a Meet Ticket.
A black rectangle indicates that the respective Location Request is a Demolition Ticket.

A yellow rectangle indicates that the respective Location Request is a Gas Emergency Ticket.
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Response Due

The Response Due tab will display Location Requests submitted to your Service Area(s) that have a response due within
the next 48 hours.

This includes Location Requests that were responded with a Code 55 (Dig Delay). Per New York State law, utilities

that respond with a dig delay must communicate with the excavator and are provided 48 additional hours to assess

their underground facilities. Following the 48 hours, those Location Requests will be marked with a Ticket Function of
“Unmarked — Now Due.” This dashboard will also include past-due Location Requests that still need a response from your
respective Service Area(s).

Let’s review what the Response Due tab within the secondary ticket menu has to offer you.

= N DANNY DIGGER 1

(&) My Service Areas Tickets

Service Area Tickets @ G.Filter by Ticket Number reset 25 i
“ : . r 5 charactars raquired
Res ponse Due ° Results: 2
*Due in 48 hours b
Ticket Current Ticket Compa.. Tickat
- Type Respon.. MNumber Street Place Are Date Name Function
All Responses G DIG DIG
*Tickets created in past 14 days _ 07f10f2...  07050- SAFELY 07/08/2..  SAFELY
] T
feghldc” 55 07:00 AM  D00-005 ;g""AM BEWOT ey 07:00 AM  NEW L
YORK YORK
5706 DIG DIG
- 07/n1f2.. 06250- SAFELY 07/02/2... SAFELY
R | COLLAM... DEWITT Lat
z sl 07:00PM 000016 NEW 0700 AM  NEW A
YORK YORK
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Response Due

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

DANNY DIGGER 1

DIGGER Dashboard

rvice Areas Tickets
Items per Page
Area Tickets @ A Filter by Ticket Number reset - 25 -
past 50 days Iin & characters required
INCouilo,. & L
se Du =
pours Respon... = Work
Current e Ticke e s icl
on M4 Curren DueDate Ticket Service Start Compa... T[cke[_
Respon U Number  Street Place Area Date Name Function
onses — -
ated in past 14 days 07/10/2...  07050- s SAFELY 07/08/2..  SAFELY
beglar 07:00 AM  000-005 ggLLAM“‘ PR new O7:00 AM  NEW e
YORK YORK
il DIG DIG
— 07/01/2..  06290- SAFELY 07/02/2..  SAFELY
o8 e 07:00PM  000-016 :gLLAM'“ PEWITT New O7:00 AM  NEW e
YORK YORK

Ticket Type Street

This column indicates the type of priority on the Location
Request. This could be Regular, Design, Meet, Demolition,
Short Notice, Emergency, or Gas Emergency.

Current Response

This column displays the response your Service Area has
submitted on that Location Request. This will be blank or a
Code 55 (dig delay).

Response Due Date

This column displays the date/time the response from your
Service Area is due based on the the date of the Location
Request submission, the Work Start Date and Time, as
well as the priority of the Location Request. For example,
an Emergency Location Request will reflect a Response
Due Date of two (2) hours after the Location Request
submission.

Ticket Number

This column displays the unique number UDig NY assigns
to each Location Request.

This column displays the address or street of the dig site as
submitted on the respective Location Request.

Place

This column displays the municipality of the dig site
address on the respective Location Request.
Service Area

This column displays which Service Area is impacted
from the submitted Location Request. If you are only
responsible/assigned for one Service Area, you will see
the same Service Area name displayed in this column. If
you are responsible/assigned to more than one Service
Area, you will see the respective Service Area names per
Location Request.

Work Start Date

This column depicts when the pending work will begin.

Company Name

This column displays what Company has submitted the
respective Location Request.

18
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Response Due

Ticket Function

This column indicates the status of a ticket based on any
actions taken on the Location Request. Within this column
you could find the following terms.

Cancel means that a Location Request has been canceled
by the excavator.

Correction means that something has changed on the
Location Request, from contact information, to dig site
information, to additional comments.

Damaged or Discovered Line means that an unknown
underground facility was either found in the dig site, or an
underground facility was damaged during the job.

Demolition means that a new Demolition ticket was placed
based on an existing Meet Location Request.

Late means that the Service Area did not respond
by the date and time per law and the ticket priority.

Locate Again means that an excavator is requesting a
second mark-out on an expired ticket.

New means that the Location Request is a new ticket,
submitted for the first time without any modifications.

Now Due is the Unmarked -Now Due ticket function
discussed earlier. You will see this on Location Requests

if your Service Area has responded to the ticket with a dig
delay (Code 55) and the 48 additional hours to change the
response has passed.

ous [

5

Drk

At

Ticket Function

Cancel

Correction

Damaged/
Discovered Line

Demolition

Late

Locate Again

New

Now Due

Results: 2

Ticket

Function

my.UDigNY.org :: Access. Information. Support.
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Response Due

Like in the Service Area Tickets tab, you have a Filter

by Ticket Number and a page filter on the top of the Q Filter by Ticket Number reset
dashboard. =

Min 5 characters required

Additionally, you can click on the column heading within
the Response Due tab like the Service Area Tickets tab
to sort the order in which you are viewing the Location
Requests. For example, if you click on the Ticket Function, « Previoiic . Next » 25 v
you will see a pop-up box that allows you to customize the ‘ . S

tickets that are being displayed.

Items per Page

Results: 2
Work
: Start Compa... Ticket
Date Name Function

Ticket Function

[ sort Ascending
[ Sort Descending

Lirmit by...

[ Cancel

[ Correction

[ Damaged or Discovered Line
[ Demalition

O Late

[J Locate Again

O New

[ Now Due
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Additional Features

Finally, you have the same additional feature on the rows within the Response Due tab as you do in the Service Area

Tickets tab.

6706

- 07/01/2020
t A 07:00 PM ggLLAMER

06/10/2020 COLLAMER

10 07:00PM  RD
5063
06/08/2020
. 10 o7 agg  BRICEOM..

PKWY

These are:

Three-Dot Menu

DEWITT

DE WITT

DIG SAFELY
NEW YORK

DIG SAFELY
NEW YORK

DIG SAFELY
NEW YORK

ADDITION

MOVING
BRUSH

GAS REPAIR

07/02/2020
07:00 AM

06/11/2020
07:00 AM

06/08/2020
09:27 AM

DIG SAFELY
NEW YORK

EASTCOM
UTILITY
CONTRAC...
INC

NATIONAL
GRID

Results: t

06290-000-
016

06080-078-
034

06080-543-
071

The three-dot menu can be found at the beginning of each row, represented by three vertical dots. Clicking
E on the three-dot menu will provide you with the ability to take some quick actions on that respective Location
Request. We will review these options later in this section.

Colored Arrow/Line Symbols

The up or down colored arrow/line symbols can be seen on Location Requests next to the three-dot menu.

~

A green arrow pointing up with a line above it, is the symbol depicting that the Location Request is the most
recent version. This will be displayed on tickets that have more than one version.

A The red arrow pointing up, is the symbol depicting that information on the respective Location Request has been
updated. The updates to the Location Request did not impact the version of the ticket, though.

Colored Rectangles

Ticket Type for that respective Location Request. If you see no colored block, it means that it is a Regular/Legal

l The colored block/rectangle that you may see next to the Colored Arrow/Line Symbols represent the Priority/

Location Request.

A red rectangle indicates that the respective Location Request is an Emergency Ticket.

An orange rectangle indicates that the respective Location Request is a Short Notice Ticket.

A pink rectangle indicates that the respective Location Request is a Design Ticket.

A blue rectangle indicates that the respective Location Request is a Meet Ticket.

A black rectangle indicates that the respective Location Request is a Demolition Ticket.

A yellow rectangle indicates that the respective Location Request is a Gas Emergency Ticket.

my.UDigNY.org :: Access. Information. Support.
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Tickets on Map

The Tickets on Map tab will display Location Requests submitted to your Service Area(s) on a map view. Once clicking on
the tab, the map will automatically reposition to your location based on your device’s location services.

Location Requests will appear as blue shaded areas on the map. If you do not see any based on your location, you may
need to zoom out and around on the map to locate the nearest ticket.

Let’s review the various tools the map includes to assist you in navigation and enhancing your functionality.

& | DANNY DIGGER U= lst ||l Dashboard
(&) My Service Areas Tickets
ﬂ Service Area Tickets @ Q) Eﬂéﬂ
*Created In past 60 days Y
“ =
b

Tickets on Map

All Responses @

*Tickets created in past 14 days
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Tickets on Map

These tools include: E Toggle Base Map Tool
(5} Search Tool [M] Show Map Features Tool
Bl B} Zoom In/Out Tool E¥ Show Map Information Tool
ﬂ Overview Map Tool Measure Distance Tool
Toggle Full Screen Tool [ Add Push Pins Tool

@ | DANNY DIGGER S ust | Dashboard

ﬂ (&) My Service Areas Tickets
Service Area Tickets @ Eﬂ
*Created 0 past 60 days m

Response Due @ - “‘

*Due in 48 hours

(1] +)
o

Tickets on Map [
All Responses @ ‘é

*Tickers created in past 14 days
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Tickets on Map :

m Search

Tool

Mapping Tools

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 have 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 you have select based on your search with a red outline.

|
DEEEEE Da

Excavator Profile Map Service Areas

Rome

Bochectar

m [—S[reers. Places, Points of [nterest
!

v Jearch X
| &
Enter intersection as: street & cross @

*Sea: []

Streets, Places, Points of Interest

® Lat/Lon Coordinate
Within map view

State-wide

Streets, Places, Points of Interest
‘ v destiny mal| X \

A~

-~

=

HEEDGEN mE B
X

o

Enter intersection as: street & cross ®

1-99 DESTINY DR, GLASCO (ULSTER, MY)
Street

'S

1-99 DESTINY DR, SAUGERTIES (ULSTER, NY) m

Street

1-99 DESTINY LN, MILLERTON (DUTCHESS, MY)
Street

0-10999 DESTINY USA DR, SYRACUSE {ONCNDAGA, WY} | Saratoga

Street ' Springs
I a

Destiny Usa, SYRACUSE [ONONDAGA, NY) I

Shopping Center Albany
\ o

Destiny Usa, SYRACUSE (ONONDAGA, NY)
Shoppling

Desting, CHATHAN [COLUMBIA, NY)
Restaurant

Destiny Usa-West, SYRACLSE (ONONDAGA, MY

L

Destiny Usa
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The Ticket Dashboard :: Tickets on Map :: Mapping Tools

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 desires coordinates, indicating
the exact spot with a red marker.

Lat/Lon Coordinate
‘ ..... S XRH X

Example: -83.091123, 40.088234  ENTER to position @

* Searc|

[1 Streets, Places, Points of Interest L
® Lat/Lon Coordinate
Within map view

| + State-wide

-
Lat,’Lon Coordinate
‘ -76.1720, 43.0684 xl

Example: -83.091123, 40.088234  ENTER to position @ p

* Search limited to 5 miles of the current map view

* A ¥ - d
N - a  »

E
é

A J | & ]

Streets, Places, Points of Interes L—'

Enter intersection as: street & cross @

* St arch limited to 5 miles of the current map view ra Inside

' ' jcpenney

¢
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Tickets on Map :: Mapping Tools

ﬂ = Zoom In/Out 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.

ﬂ Overview Map Tool

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.

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 change 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.

k=
(= o @
=
ol Rochestar Rotme 5‘.;::"195
X Syracuse | Oneida Sorings
Ticket: [ Buftiig, @ Y P"I‘-lE‘N ORE &
Albary
o o
. i
o
K| iy
[=] o
A
< A
@ A 1
&
o d
iﬁ’ Destiny Usa-West
A
Desrmy Usa Dr@
v
N
0 .
e W LY/ Lord & Taylor
B ., Quoroew
=Rz

OEEEED Bn B

s
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Tickets on Map :: Mapping Tools

E) 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.

[¥] 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, and
County information.

Click on the Show Map Features tool and move the
mouse around the map to see the details.

Once you have finished utilizing this tool, click on 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.

Springs
> o

Albany
o

saratoga |

!

Adirondack Colonial

Furniture

py Al

#07)

City/Place: DEWITT
Parcel: 6706 COLLAMER RD
County: ONONDAGA

0OS
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: Tickets on Map :: Mapping Tools

ﬂ 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 City/Place, Parcel, and County

i =
City/Place: DEWITT E3|
information for the area you have picked. It will not Parcel: 6926 FLY RD

disappear from your map until you click the X in the 6ee7 | County: ONONDAGA |
pop-up window, or the clear text under the button.

6701

Clicking done text under the button will keep the L e

I~

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.

Pa 6926 FLY RD
| County: ONONDAGA

eooi

0S

6701
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The Ticket Dashboard :: Tickets on Map :: 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).

oe

To use the Measure Distance, click on the tool then click

once on the spot you want to start the measurement. Drag E!
the mouse to your desired end point and double click.

0

e
Y
=12
111~

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.

2] 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.

i~

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 Eﬂu ﬂ
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 Member—Positive Response Role

The Ticket Dashboard :: All Responses

The All Responses tab will display Location Requests submitted to your Service Area(s) received within the last
14 days. This dashboard will display your Service Area(s) response to the Location Request, or it will be blank if it
still needs a response.

DANNY DIGGER o3

@) My Service Areas Tickets
Ttems per Page
Service Area Tickets @ AFilter by Ticket Number reset 25 v
*Created in past 60 days Win 5 characters reguired
Response Due @ Results: 12
*Due in 48 hours . " = A o
Ticket Current jcket
Tickets on Map Type Response MNumber  Street Place Function
3 6706 DONALD
07070-000- DIG SAFELY  07/10/2020 )
10 COLLAMER  DE WITT . ROBERTS  Correction
All Responses ° 013 o NEWYORK  07:00AM oS5 e
*Tickets created in past 14 days e BoNALD
07060-000- DIG SAFELY  07/09/2020
55 COLLAMER  DEWITT ROBERTS  Mew
- 020 o5 NEWYORK  07:00AM oS00 o
6706 DONALD
l Meet 30 g;gso-ooo- COLLAMER  DEWITT E{IE%S?;;Y ngg fﬁzo ROBERTS Mew
RD : TRUCKING
6706 DONALD
. Meet 10 g;gﬁu-nuu- COLLAMER  DEWITT 512\3”5\’?;‘;: g;{'gg’z&m ROBERTS New
RO ' TRUCKING
6706 DONALD
l Ieet 30 g;g?o-aoo- COLLAMER  DEWITT EI:NS?;Z%: g;fggf&zo ROBERTS Mew
RD ) TRUCKING
p7os0-000- 708 DIGSAFELY  07/08/2020  DIG SAFELY
. Emzedenty 20 040 ESLLAM BRODEWITT  ypwvyomk  11:38AM  NEWYORK o
07050-000- 2100 DIG SAFELY  07/08/2020  DIG SAFELY
Regular 55 o COLLAMER  DEWITT AEWL VAR (7-001 AR AEW VARK MNew -
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The Ticket Dashboard :: All Responses

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

Ticket Type

This column indicates the type of priority on the Location
Request. This could be Regular, Design, Meet, Demolition,
Short Notice, Emergency, or Gas Emergency.

Current Response

This column displays the response your Service Area has
submitted on that Location Request. This will be blank or a
Code 55 (dig delay).

Ticket Number

This column displays the unique number UDig NY assigns
to each Location Request.

Street

This column displays the address or street of the dig site as
submitted on the respective Location Request.

Place

This column displays the municipality of the dig site
address on the respective Location Request.

Service Area

This column displays which Service Area is impacted
from the submitted Location Request. If you are only
responsible/assigned for one Service Area, you will see
the same Service Area name displayed in this column. If
you are responsible/assigned to more than one Service
Area, you will see the respective Service Area names per
Location Request.

Work Start Date

This column depicts when the pending work will begin.

Company Name

This column displays what Company has submitted the
respective Location Request.

aracters required

Ticket
Type

Current

Ticket

Response

Number \

10

07070-000-
013

I Meet

)00-

or Street

6706
COLLAMER
RD

Place

DE WITT

(V]

ervice
rea

>

DIG SAFELY
NEW YORK

[

\FELY
‘ORK

Work

Start Date

v

07/10/2020

07:00 AM

Company,
Name

DONALD
ROBERTS Co
TRUCKING

o
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The Ticket Dashboard :: All Responses

Ticket Function

This column indicates the status of a ticket based on any
actions taken on the Location Request. Within this column
you could find the following terms.

Cancel means that a Location Request has been canceled
by the excavator.

Correction means that something has changed on the
Location Request, from contact information, to dig site
information, to additional comments.

Damaged or Discovered Line means that an unknown
underground facility was either found in the dig site, or an
underground facility was damaged during the job.

Demolition means that a new Demolition ticket was placed
based on an existing Meet Location Request.

Late means that the Service Area did not respond
by the date and time per law and the ticket priority.

Locate Again means that an excavator is requesting a
second mark-out on an expired ticket.

New means that the Location Request is a new ticket,
submitted for the first time without any modifications.

Now Due is the Unmarked -Now Due ticket function
discussed earlier. You will see this on Location Requests

if your Service Area has responded to the ticket with a dig
delay (Code 55) and the 48 additional hours to change the
response has passed.

- Z5 v

Results: 2
Drk Ticket Function
Srt| Cancel Ticket
ite Function
Correction
Damaged/

Discovered Line

Demolition

Late

Locate Again

New

Now Due
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How to Utilize the Member—Positive Response Role

The Ticket Dashboard :: All Responses

Just like in the Service Area Tickets tab and the
Response Due tab, you have a Filter by Ticket Number
and a page filter on the top of the dashboard.

Additionally, you can click on the column heading within
the All Responses tab like the Service Area Tickets tab
and the Response Due tab, to sort the order in which you
are viewing the Location Requests. For example, if you
click on the Current Response, you will see a pop-up
box that allows you to customize the tickets that are being
displayed based on response.

QFilter by Ticket Number

reset

Min 5 characters required

Items per Page

W s -
Results: 2

Work

Start Compa... Ticket

Date Name Function

Current Response

[ Sort Ascending
[ Sort Descending

Limmit by,

[ 10: CLEAR. NO FACILITIES WITHIN 15 FT OF THE EXCAVATOR DEFINED WORK AREA

30; MARKED, THE APPRONIMATE HORIZONTAL LOCATION OF UNDERGROUND FACILITIES WITHIN 15
FT OF THE EXCAVATOR DEFINED WORK AREA HAVE BEEN MARKED
31: MARKED WITH EXCEPTIONS, DO NOT DIG, HIGH PROFILE UTILITY [N COMFLICT, UTILITY OWNER
[ WILL ATTEMPT TO CONTACT ¥OU TO SCHEDULE SITE SURVEILLANCE PRIOR TO YOUR STATED
COMMENCEMENT DATE
a 51: UNMARKED, DO NOT DEG. LOCATE TECHNICIAN COULD HOT GAIN ACCESS TO PROPERTY,
PLEASE CALL [N A REVISION WITH DETALLS ABOUT ACCESS
52: UNMARKED, DO MCT DIG, THE DIGSITE DESCRIFTION ¥WAS INCOMPLETE OR UNCLEAR. CALL DIG
SAFELY NEW YORK TO VERIFY THE INFORMATION ON THE TICKET

goteEn

OT DIG. INCORRECT ADDRESS INFOAMATION. CALL DG SAFELY NEW YORK >
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The Ticket Dashboard :: All Responses

Finally, you have the same additional feature on the rows within the All Responses tab as you do in the
Service Area Tickets tab and the Responses Due tab.

These are:

Three-Dot Menu

The three-dot menu can be found at the beginning of each row, represented by three vertical dots. Clicking
on the three-dot menu will provide you with the ability to take some quick actions on that respective Location
Request. We will review these options later in this section.

Colored Arrow/Line Symbols

~

The up or down colored arrow/line symbols can be seen on Location Requests next to the three-dot menu.

A green arrow pointing up with a line above it, is the symbol depicting that the Location Request is the most
recent version. This will be displayed on tickets that have more than one version.

The red arrow pointing up, is the symbol depicting that information on the respective Location Request has been
updated. The updates to the Location Request did not impact the version of the ticket, though.

Colored Rectangles

34

The colored block/rectangle that you may see next to the Colored Arrow/Line Symbols represent the Priority/
Ticket Type for that respective Location Request. If you see no colored block, it means that it is a Regular/Legal
Location Request.

A red rectangle indicates that the respective Location Request is an Emergency Ticket.

An orange rectangle indicates that the respective Location Request is a Short Notice Ticket.
A pink rectangle indicates that the respective Location Request is a Design Ticket.

A blue rectangle indicates that the respective Location Request is a Meet Ticket.

A black rectangle indicates that the respective Location Request is a Demolition Ticket.

A yellow rectangle indicates that the respective Location Request is a Gas Emergency Ticket.
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The Ticket Dashboard Three Dot Menu

Within the Service Area Tickets tab, the Response Due tab, and the All Responses tab in the secondary ticket menu,
you have a three-dot menu located at the beginning of each row on the dashboards. Clicking the three dots next to the
ticket gives you the option to quickly view certain aspects as well as take a few quick actions on that ticket. The options
that appear on each ticket can vary based on the Location Request itself. In this role, you can use the three-dot menu to:

View Ticket
0
A Emerge... 0
View Responses

View Most Recent Version
Find All Related
Print Text View Ticket

Add Response

e

View Most Recent Version

Find All Related

(+,)

Add Response

E View Responses

& Print Text
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The Ticket Dashboard :: Three Dot Menu

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.

| @ | orionconoia Complot (E s || Dashbosrd
- © KRISTIN VANDELISEN o New
A0/ 2020 BEAT AM il Porcel
Hd Sevicedress  Rospones  Delwerks  Reviions “ L
2 o Help
I 2579 1aad
y: DG SAFELY EAST SYRACUSE E M
REW YORK
ey Ty ONTRACTOR nosiry: EXCAVATOR e W
duna E706 COLLAMER 8D, EAST SYRACUSE. HY, 13057 + azbh AT
i P B00] 627962 =
[
MENCHARBDIGSAFENENTDRK COM N . ¥ '
Site Contact Information
o ANDREW {PI6) 260 Fra
SCHETTIN @st o aschein O ————
Wi bty F HOMECIWNER
W
ADDITION
T CABLE PLOW
No
Diages n
Type Eesponse 4 Number  Street Place
G706
s 07/09/20...  (0705%0-000-
ys i Emergen... COLLAM..,  DEWITT
. 9 0S:06PM 050
RO
View Ticket
View Most Recent Version
Find All Related
Al Find All Related
View Responses
S Print Text
@ Fiter by Ticket Number ol bickets Go back 1o the |ast fiter - =l =
Results: 2
BEFNONG +* INUTTTEEN 2T BE LR AT LR NS AN
HI06 DG DlG
o 07/15/20... 07100000 A7/15/20... Lacate
IR Aegular CouAM.,, DEWITT SAFELY SAFELY
T AM o3 "D NEW YORK G700 AM NEVY YORK. Again
5706 DiG oiG
HE . Emergen, g;f,?:f:‘"' gx@o-mﬂ- COUAM., DEWITT  SAFELY g;ﬁ:{ﬁ"' SHFELY New
g RD HNEW YORK NEW YORK
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The Ticket Dashboard :: Three Dot Menu

Clicking on the Add Response option allows you to
enter a response for the Service Area in which you are
responsible. A pop-up box will appear over your current Resporsa
dashboard with the Service Area Code field, a Code
field, and a Comment field.

Saveioe dred Soge

If you are responsible for more than one Service Area, you

will receive a Location Request for each Service Area in

which you can respond.

Save & Add another

Clicking in the Code field will populate a list of response
codes and their respective meanings in which you have
the option to use as a response to the Location Request.

The Comment field is a customized field in which you

can type freely.
Add Response for Ticket 09232-000-002
Please note, if you are adding a response for a Service e

Area that has an existing response, you will be changing <3k
the response for your Service Area. It is recommended o — R —
that you contact the Excavator if you are changing your B S e T R
response because the system will not actively notify the T e i
EXCaVator that a response has Changed, 53 - URMARKEL. DO ROT DIG, INCORRECT ADDRESS INFORMATION. CALL UDIG NY AHD PRUVIDE CORR

. MAGHES WARE D LA e Do MY T
Additionally, if the Service Area responds per utility type; st e e s e e

there would be an option to respond per utility type.

We will be discussing how to utilize the Exactix system
for responding in more detail in the next section.
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The Ticket Dashboard :: Three Dot Menu

The View Responses option in the three-dot menu will
open a pop-up box over your dashboard with a list view
of responses per the Service Area(s) in which you are
responsible.

By default, this pop-up box is displaying the most recent
(current) response for the Service Area(s). To view all the
responses, click the Show all Responses and Ticket
Events radio button at the top under the ticket number.
This view will give you information on when the Location
Request was submitted and information on any responses
entered for your respective Service Area(s), including

the status, the date/time the response was entered, the
response code, the response entry method, and any
comments.

If you select this option for a Location Request that is
missing a response from a Service Area, that row will be
highlighted in a yellow/gold color.

The Print Text option in the three-dot menu will generate
a print window with that respective ticket text. 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, should you choose.

38

Responses for Ticket 01052-000-005
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@ shawaAll(2) O Current only (1) (O Mo Response (1) B8 Show events (3]
Status Date Service Area Responee
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The Service Area Dashboard

Now that we have reviewed the Tickets menu option, which brings you to your ticket dashboard, let us quickly review the
Service Areas menu option.

DANNY DIGGER 12

[%j Tickets

Welcome to Exactix!

ashboard

[J Service Areas

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.

As previously stated, the Service Areas menu option will bring you to a page displaying the Service Areas you as a
positive response member contact have access to.

n Service Areas Code
B

- [ Sort Ascending liems par Pags

S Filter by Name or Code clel [ sort Descending avious . 25 ¥

0 Selected Limit by... Results: 1
MName?t Code Type Ex. Clreum, Last Madifled
[ vor=  DIGSAFELY NEWYORK  DIG SaFf  oearch Text. Full No 07/10/2020 11:21 AM

Hit Enter to add text to the filter

Once you click on the Service Areas menu option, you will be taken to a new dashboard. This dashboard sorts the
Service Areas in which you are responsible for by the following column headings.

m Name m Type

m Code m Last Modified
m  Open 24x7

m  Active

You also have the option to Filter your Service Areas by name or code using the field above the column headings.
All information in this menu dashboard is informational. Nothing can be edited by you, the user.

If you see anything that is incorrect or outdated, please contact UDig NY’s Member Services Team to update your Service
Area information.
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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.

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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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 S Fiter by Ticket Nuriber

filter. To customize the way these tickets are displayed N e e | T—

for better personal functionality, first, click on the View: System Default ~ _

View: System Default dropdown arrow. TR CONTACIOR 154331

Next, click on the green Configure text. P30 conmmacron 5491
i CONTRACTOR 154991
iR CONTRACTOR 154991
i l CONTRACTOR 154931
i . CONTRACTOR 154901
i CONTRACTOR 154991

& | Ticket Search

AFilter by Ticket Number reset
Mi

in 5 characters required

View: Systermn Default ~  Flter: PAST 30 DAYS ~ [

« Systemn Default

SYSTEM DEFAULT

SYSTEM DEFAULT - COPY 1

WVIEW PRACTICE 2

Canfiaur 0

HES DAROZG-D00-006 1
. LR O0LO00.00 n
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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

ate/Cupy = Sayingh = Dulate =

e
SYSTEM DEFAULT
onr 3 Mo 0 vy

My default

i Taken Date

4z Ticket Mumber -

iz Comgany Name -

.
D o o o o o o

4 Camgary 1D

B Save B e M © Cantel

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
Copy a saved view

System Default

« SYSTEM DEFAULT he calumn arder,
SYSTEM DEFAULT - COPY

L B u |
VIEW PRACTICE 2

Wb Number ~ 0
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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 Column Chooser
view. You will notice after selecting the view, the Name
field will add the word “copy.” Your new view name would Create/Copy ~ Switch « Delete «
be “SYSTEM DEFAULT - COPY.” This can be edited and Name
renamed to something of your choosing, or you can opt to SYSTEM DEFAULT - COPY
keep itasis. Enter a Mame to save
D My default
Under the Name field, you will see the current columns -
P o . Add or remove columns. To change the column order,
within that pre-existing view. drag and drop a field.
You can choose to keep these columns or delete them at 22 County A4 5
any time by using the trash can icon to the right of each (
column fitle. i:2 Job Number v O
i Agent ~ 0
i:: Taken Date v+ O
i Ticket Number + O
12 Company Name + O
:i: Company ID ~+ O
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 e N - g
to add to your view. Options that are available are those = Zompany Hame
relevant to or directly on the Location Request creation _
form, which include things like: ::: Company ID v O
Job Number 5
= County
m  Work Start Date
m  Work Type Office Name F
= And More
Office State
Offica Zip B
Place
QA Assessor

44 Complete Exactix Guide :: Member Utilities



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.

i County v O
2 Job Number v O
it Agent v @
::: Taken Date ~+ O
:: Ticket Number ~+ O
::: Company Name v 0
::: Company ID v 0

Column Chooser

Create/Copy ~ Switch « Delete «

Name
SYSTEM DEFAULT - COPY

Enter a Name to save

D My default

Add or remove columns. To change the column order,
drag and drop a field.

it County v O
i Job Number ~ g
o Agent |
it Taken Date v O
it Ticket Number v O

=er Comnanug hMama h 4 [ml]

A This item has been changed but not saved

[®) save & View @ View O  cancel
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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.

Column Chooser

Create/Copy « Switch « Delete «

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.

New empty view

System Default
Next, click gn the -|.-A<I1d a c.olur.nn text under the existing  SYSTEM DEFAULT —
column options. Clicking this will add a blank column to

your list. Click on the blank field and use the scroll bar SYSTEM DEFAULT - COPY

* O
to view the column options available to add to your view. VIEW PRACTICE 2
Options that are available are those relevant to or directly 22 Job Number ~ B
on the Location Request creation form, which include
things like:
= Job Number Column Chooser
m  County
= Work Start Date Create/Copy Switch « Delete
m  Work Type
= And More Name
Enter a Name to save
- I My default
Add or remove columns. To change the column order,
drag and drop a field.
+ Add a column
v O
Office Name F
Office State
Office Zip B
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
22 Job Number v+ O
it Agent ~ b
::: Taken Date + O
~
:2: County vy O
::: Job Number ~ O
i Agent v O

Column Chooser

Create/Copy ~ Switch - Delete
Mame
NEW VIEW PRACTICE
Enter a Name to save
. My default
Add or remove columns. To change the column order,

drag and drop a field.

22 Company Type v O

i Company ID ~ O

:12 Expires Date ~ O

i 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 ©  cancel
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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.

DANMY DIGGER 21

List.

iz mew o 25 ¥
View NEWVIEW BRACTICE ~  Fller PASTIODAYS v (3 Results; 30

+ NEW VIEW PRACTICE

154991 O6730/2020 11:55 PM
System Default

SYSTEM DEFAULT 154881 624/ 2020 11:58 PM

S¥STEM DEFAULT - COPY

) aro 59 Ph

VIEW PR cE2 154591 0172020 11 M
154581 Q57252020 11:55 PM
. CONTRACTOR 154591 /012030 11:58 PM
. CONTRACTOR 154591 o301 20 11:55 PM
CONTRACTOR 154991 06/30/Z020 11:5% PM
] CONTRACTOR 154531 06/30/2020 17:58 PM

CONTRACTOR 154591 0630/2020 11:50 PM

L . CONTRACTCR 154591 06302020 11:59 PM

- CONTRACTOR 154991 06/30/2020 11:59 PM
H CONTRACTOR 154591 0701/2020 11:59 PM
e CONTRACTOR 154591 06/29/2020 11:59 PM
] CONTRACTOR. 154591 06/26/2020 11:50 PM
i CONTRACTOR 154991 07/01/2020 11:58 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
every time you visit the List screen, your desired view does
not have to be selected. To do this:

Select the view you would like as your default (this can be
an existing filter or a filter you have built)

then click on the green Configure text.

Within the Column Chooser box, toggle the
My Default option

and then click the Save and View button at the bottom.

A Filter by Ticket Number reset
Min 5 characters required
\View: NEWVIEW PRACTICE ~  Filter: PAST30DAYS ~  [&
Saved Views Lompar
« NEW VIEW PRACTICE
154991
System Default
SYSTEM DEFAULT 154991
TOSYSTENMTDEFAULT -COPY
VIEW PRACTICE 2 e
Configure 154991
Wiew: MNEW VIEW PRACTICE Filter: PAST 30 DAYS v [B
Saved Views Compar]
« MNEW VIEW PRACTICE
154991
System Default
SYSTEM DEFAULT 1549491
SYSTEM DEFAULT - COPY
VIEW PRACTICE 2 154991
Configure 154991
. COMNTRACTOR 154991
Column Chooser
Create/Copy ~ Switch - Delete -
Mame
NEW VIEW PRACTICE
Enter a Name ta save
) My default
Add or remove columns. To change the column order,
drag and drop 4 field.
i Company Type -~
T -
i: Company ID + 0
i Expires Date ~ 0
i Meeting Date R |

+ Add a column

A This item has been changed but nat saved

B Ssave & View @ View

®  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:

m Time

m  Types of tickets

m  Types of mapping
= And more

In addition to configurable options, UDig NY 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.

=

DANNY DIGGER £

v System Default ~ | | -, Resalis: 33
¥ Filter: System Default ~  [B
: o o
Saved Flzers
S te110-000.004 | | VI TIES 06/17/2026 12:05 AW DS SAFE EXCAVATING
MY TICKETS =
s 06030-000-027 06/17/2020 12,05 AM DSNY SAFE EXCAVATING
PAST 30 DAYS n
tR 06090-000-024 06/17/2020 12,05 AM DSNY SAFE EXCAVATING
PAST 30 DAYS - COPY
Iw 06106-000-001 PAST 7 DAYS = 06/16/2020 12:05 AM DSNY SAFE EXCAVATING
i = 0E030-000-026 v Systemn Default 06/13/2020 12:05 AM DSNY SAFE EXCAVATING
P 06110-000-004 TODAYS TICKETS & 06/11/2020 G2:10 P DSNY SAFE EXCAVATING
i = 06080-000-006 TODAYS TICKETS TEST 06/11/2020 12:05 AM DSNY SAFE EXCAVATING
H l 06100-000-004 R 06/10/2020 02:18 PM DSHY SAFE EXCAVATING
I 06100-000-003 06/10/2020 12:45 PM DSNY SAFE EXCAVATING
H 06100-000-002 o 06/10/2020 12:20 PM DSNY SAFE EXCAVATING
HE 06100009001 o 06/10/202012;09 PM DSNY SAFE EXCAVATING
. TEQS0-000-025 o 06/09/2020 04:25 PM DSNY SAFE EXCAVATING
= . O60F0-000-028 [} DR[DA[2020 0414 PH DSNY SAFE EXCAVATING
i oA ' (XIS [ O5/09/ 2020 0473 PM DENY SAFE EXCANATING
i 060310000037 o 04/03/ 2070 0353 P 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 ~ | Filter; System Default ~ [ Filter Builder

Vpe Saviid Filiers L_C‘_EI:IP_Q.DVm sl Caopy - Switeh - Delete =
MY TICKETS = Vet . et ' et . vttt

R 154951 T i S D0 OF DICK 80 Eistineg ane s SELILas your default
PAST 30 DAYS &

R PAST 30 DAYS - COPY 154391
PAST 7 DAYS =

R 154991

~ System Default
TODAYS TICKETS a5

R 154351 Taken Date is in the last 30 days ]
TODAYS TICKETS TEST 2~ v
) Save B ik @ Visw ® | Concel
R Configure 1543%1
R 1549%1
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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

Doy 3 Harme Ly serne

I by default
A cor rerr filt
Taken Dale is loday ]
AND Agent is mpsell & O

B sweavew| | @ivew | & Gancal

Filter Builder

Switch « Delete «

Create/Copy «

Jjsed when you don't

New empty filter ito | be your default filter,
Copy a saved view tanhd set it as your default

MY TICKETS &

PAST 30 DAYS -~

PAST 30 DAYS - COPY

PAST 7 DAYS &

v System Default
TODAYS TICKETS &S v
TODAYS TICKETS TEST & 0d

e @

save & View | [ @ IMew O | Cancel |

Filter Builder

Croate/Capy - Switch = Delete -
Mamea
Inler & Name Lo savy
I My defaule

Add orremove fillers

Taken Date s in the last 30 days o

Sava i View @ Wiew ® Eanra| |

52

Complete Exactix Guide :: Member Utilities



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 Filter Builder

Create/Copy = Switch » Delete « Create/Copy » Switch - Delpte -
Ry
MY TICKETS - COPY

Friter a Mama o v

MY TICKETS - CORY

Doy 3 Harme Ly serne

I iy default I My default
A e e filbees, filter
Agent §
Taken Dale is loday ] Compary 10
AND Agent is mipsell a0

Tompany Name
B Save & \Visw e ©  cancal |
i Company Type I

County

fraate Sourr

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

County

CORTLAND &  OSWEGO @

Search Texl,,.
Search Text..
Hiz Enzar to o texit to tha filzer

Het Enear to add sext oo the filter

& caricel

& Cancel
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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.

Filter Builder

Cr&ate."CDDy_ - Switch = Delete «

Marne
Enzer a Mama to save

B my default

Add ar remave filters,

-

Taken Date is in the last 30 days | &

Taken Date HE“*”“’*

QO 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 DateRange StartDate 1 End Date [

{mm/dd/yyyy) {mmi{dd/yyyy)
O cancel v/ Accept
If you are modifying or adding to an existing filter, you will o
Create/Copy « Switch « Delete =

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.

Mamie

MY TICKETS - COPY

Enter a Mame 10 save

1B My default

Add ar remove filters.

Taken Date is today
AND Agent is myself e ]

@ Save & View @ View Q 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.

=+ MY NEW FILTER - TEST

Wiew: NEW VIEW PRACTICE Filter MY MEW FILTER - TEST ~ B

Filter Builder

3 4 CONTRACTOR 154891
MY TICKETS =
HES CONTRACTOR PAST 30 DAYS a 154881 o83
PAST 30 DAYS - COPY
i CONTRACTOR - = 15498 o
= CONTRACTOR Syt L, 154991 062
TODAYS TICKETS =
H l CONTRACTOR TODAYS TICKETS TEST & 154851 omjd
H l CONTRACTOR 154901 o,
H CONTRACTOR 154091 53
Pa CONTRACTOR 154901 L%
f . CONTRACTOR 154091 o5/

Create/Copy « Switch - Celete »
Name
MY MEW FILTER - TEST

Ertee a Marne T RAaer

0 Wy defaule
Add orremoye filszes
-
Taken Date is in the last 45 days -]
AND County is GNOMNDAGA' o0
B Save EViaw M ® | chneel
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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 UDig NY’s Web Services team.
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How to Utilize Multiple Roles with One Account

Explanation

As a web user in a Member role, you can have multiple roles in the Exactix system facilitated by one single login/account.
This includes Excavator roles.

For example, Danny Digger is a Member—Positive Response user within the Exactix system for UDig NY. Danny is also an
Excavator for UDig NY and needs access to both respond to Location Requests for his organization, and place Location
Requests for his organization.

Let’s take a look at how to navigate dual roles in the Exactix system. For this document, we will be using the
Member—Positive Response role and the Excavator—Tickets role.

58 Complete Exactix Guide :: Member Utilities



How to Utilize Multiple Roles with One Account

Navigating the Tickets Dashboard

Once you have logged into your Exactix account you will see your menu options on the left-hand side.
For the Member—Positive Response Role, these options include:

m Home
m Tickets

m  Service Areas

..... 1 e 2 ® dr B & f

DANNY DIGGER 2 & A

Hactix!

[E Tickets

Ticket Dashboard

Announcements

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

oite this site is not th Internet Explarer.

Clicking on the Tickets menu option will take you to your ticket dashboard. You can also click on the green Go to Ticket
Dashboard text on your home screen.

When you get to your ticket dashboard, you will see radio buttons on the top of your secondary ticket menu.

These are:
m My Tickets
m My Service Areas Tickets

1.com

Switch to Dev Site

e @ My Tickets O My Service Areas Tickets [ show Completed Tickets

@ FIer by TICket Numoer Tese - 75 v

eated in past 60 days ers required

E_xpirlng Tickets c Results: 2

My Tickets on Map
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How to Utilize Multiple Roles with One Account

Switching between account types

The My Tickets radio button will be selected by default
and this is your Excavator Dashboard for your Excavator
role(s). .| DANNY DIGGER

Selecting the My Service Areas Tickets will change your
secondary ticket menu and is used for your Member role.

(®) My Tickets ) My Service Areas Tickets O st

You can toggle back and forth between the Excavator
dashboard and the Member dashboard by utilizing these
radio buttons.

*(reated in past 60 days

Tickets @ ‘ o Filter by Ticket Number

Iir 5 characters required

>l

Expiring Tickets c
*In the next 5 day=s
- Street
My Tickets on Map
6706 COLLAMER R

Pocnnnco Statiic

Switch to Dev Site

DANNY DIGGER

(®) My Tickets @ My Service Areas Tickets

[

Tickets @ o Filter by Ticket Number
*Created in past 50 days Mirt 5 characters required
Expiring Tickets o
*In the next 5 day=
5 Street
My Tickets on Map
i 6706 COLLAMER R
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How to Utilize Multiple Roles with One Account

Secondary Ticket Menu

The primary Excavator role for web users is the Excavator—Tickets Role and is used to submit Regular/Legal Location
Requests. To read about each of the Excavator roles, how to submit a Location Request, and how to navigate the tickets
dashboard, please review the External Web User guide, or visit My.DigSafelyNewYork.com and click on Exactix Web User
Support for information and videos on the roles.

The Excavator roles have a secondary ticket menu with the following tabs.

Tickets
m  Expiring Tickets
m My Tickets on Map
m Response Status
Tickets @ Filter by Ticket Number reset
*Past 60 days Min 5 characters required
Expiring Tickets @ Street Place Wo
*In the next 5 days
; 10165 TREVETT RD SPRINGVILLE, REP
. 14141
My Tickets on Map
: 19 BALLARD AVE ?BSQSBURG' REP
Response Status @
: 10 W ORVIS ST MASSENA LAN

ThICT

Tickets tab
Allow you to view all tickets you have permission to view, created within the last 60 days.
Expiring Tickets tab

In the secondary ticket menu, the Expiring Tickets tab will allow you to view all tickets that will be expiring
in the next five (5) days.

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.

The Response Status tab

Allows you to get a quick view of your tickets based on when the responses are due and how many responses
have been received from notified utilities.
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How to Utilize Excavator—Emergency Role
Explanation of Role

The Excavator—Emergency Role is intended for authorized Members also in Excavator role(s). All Location Requests
created in this role will be in a Completed status upon submission.

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

Within the ticket dashboard, the Excavator—Emergency 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—Emergency Role would submit an Emergency Location Request
and utilize the ticket dashboard.
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How to Utilize Excavator—Emergency Role

Submitting a New Location Request

To start a new Emergency Location Request, go to your tickets dashboard by clicking the tickets menu option to the
left-hand side of the screen, or by clicking on the green Go to Ticket Dashboard text on the home screen.

When you are on your ticket dashboard, make sure that the My Tickets radio button is selected. The My Tickets radio
button provides you with your Excavator Dashboard.

Now, click on the New button under your name in the upper right-hand corner of the dashboard

DANNY DIGGER I 2 &

ome

[El Tickets

Welcome to Exactix!

Go to Ticket Dashboard

Announcements

PLEASE BE ADVISED THIS IS NOT A LIVE SYSTEM. ALL TICKETS ENTERED ON THIS SITE ARE FOR TRAINING OR
TESTING PURPOSES ONLY.
This system is intended to become live on the night of July 23rd / morning of July 24th.
The existing IRTH platform will be retired after 7pm on the 23rd.
All non-emergency services will be suspended at that point,
only emergency (threat to life or property) will be processed during the cutover.
This includes positive response entries.

Flease note this site is not compatible with Internet Explorer.

DANNY DIGGER 13

| ® | DANNY DIGGER

@ My Tickets | service Areas Tickets [ Show Completed Tickets

ﬂ litems per Page

Tickets @ QFilter by Ticket Number reset Next » 25 -
*Created in past 60 days Wi & characrars required ==
Expiring Tickets Results: 0
*[n the next & days Waork Start Company

Streat Place Work Type job Number Date MName Icket Number

My Tickets on Map

Response Status
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How to Utilize Excavator—Emergency 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.

Cartact; DANNY DIGGER atity -
- {315) 437-7304 W Abart/Dizcard
Contact information | Ma, Help
& L] i 1#9]]
8
[+ ]
B
]
7]
2
= == = _ === == = = = = 10}
O]
©
DOIGGERDSAFEEXCAVATING COM
o
Ao hiester i b Sarataya
; £ Syracuse | Oneida Springs
Excavator | Site Cantact Infarmation sty v JE i Ll &
NEW, YORK N
o B
o p B
' ? o
Dates @
W T D5{27( 2020 U700 AM @
mipleted by: 05/27/2020
i e I o ot stan by, 06{10/2020
! 1 Regular
Site Tnformation
D Setm Type - SireetfAddress
e n
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How to Utilize Excavator—Emergency Role

Submitting a New Location Request

The fields that are greyed out cannot be altered. If any of this information is incorrect, please contact UDig NY’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

ontact Name MName

DANNY DIGGER DSHY SAFE EXCAVATING

17116
ffice Name

SYRACUSE OFFICE

CONTRACTOR bt

ENVIRONMENTAL CLEAN-UP b

\ddress |

6706 COLLAMER RD

Address 2

EAST SYRACUSE ¥ 13057

(315) 437-7394

Type ™ Alternate Contact #

DDIGGER@SAFEEXCAVATING.COM

Type ¥ Afternate 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

Cell [ternate Contact #

Email

Phone

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

Type Alternate Contact #

Cell v

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 UDig NY 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.

Email

Email

NSMITH@SAFEEXCAVATING.COM
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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.

= The field contacts
= Who you are doing the work
= Job number

Excavator / Site Contact Information

= Field Contact Phone Email

Who are you doing the Work for

Job 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 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
Fleld Contact
— | FPhane Emaif
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
— (315) 555-5555 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, DNONDAGA
Joh 73151 NICK HANDY DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
o (315) 437-7394 6706 COLLAMER RD, EAST SYRACLISE, NY, 13057, DNONDAGA
73152 JOHN DOE DISNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
Wor (315) 437-7354 6706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA
WH 73169 JANE SMITH DSNY SAFE EXCAVATING (154991) - SYRACUSE OFFICE
TvE (315) 437-7394 6706 COLLAMER RD, EAST SYRACUSE, NY, 12057, ONONDAGA
At
4 7314 MEREDOZER DSNY SAFE EXCAVATING (154991} - BUFFALO OFFICE
i (222) 5551234 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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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
UDig NY, the system will generate a dropdown list of
possible matches as you are typing in your response.

Excavator / Site Contact Information

= Field Contact

= Field Contact

+ Add additional 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 Work 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)

VILLAGF OF NORTH SYRACUISE (VIL N SYRACLISF)
catinn ranuact gvnirge ifwnrl dnac nnt crort ko NE0070
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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 write in numbers
or text to better associate your jobs/projects with the
respective Location Requests.

Work Type

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 type of Equipment?

Any horizontal drilling or boring being done? Boring i

Any Explosives or Blasting being used? Blasting bl
What Type of Work?

Work Type

In this field you can either select from the dropdown the WWhat type 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 HPRTTION
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
into this field. Enter all that apply to your Location Request.

BUBBLER REPAIR
BUILD BIKE TRAIL
E BUILD RETAINING WALL

Work Type

What type of Work?

ADDITION €@ NEW DECK
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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.

What type of Equipment? What ope of Equlpment?
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 BREAKER

BULLDOZER

— CABRIF PILOW
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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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?

v/ Yes

Blasting

Any Explosives or Blasting being used? No v
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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-—Emergency Role, you will also be in the Excavator—Tickets Role, meaning that you
have access to submit Regular/Legal Location Requests and Emergency Location Requests.

There are two ways to trigger an Emergency Location
Request. First, next to the Work Start Date and Time
field, you can see the green now text near the calendar
icon. Clicking this means that you are requesting your
work start date and time to the date/time of submission.

Dates

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

Estimated Work Complete Date: 07/27/2020 &
Location request expires if work does not start by: 08/10/2020

Priority[Ticket Type: Reqular -

Dates

an

Work Start Date and Time: 07/22/2020, 10:44 AM & [esel
Estimated Work Complete Date: 07/22/2020 &

Priority/Ticket Type: Emergency o

You can also trigger an Emergency Location Request by Dates
changing the Priority/Ticket Type field. Use the dropdown
options to select Emergency from the list. Please note,

if you trigger the Emergency Location Request by using
the green now text next to the Work Start Date and Time Priority/Ticket Typa EMergency
calendar icon, your Priority/Ticket Type will automatically Regular
change to Emergency.

Work Start Date and Time: 07/22/2020, 09:59 AM  f Dow reset

s

Eeti

Once you trigger the Emergency priority/ticket type, Confirm Emergency
a Confirm Emergency window will open over your
Location Request creation screen. This window asks
you two questions that are necessary to constitute an

Emergency Location Request.

Is this emergency an immediate threat to life, property, or the -
discontinuance of a vital utiliny?

Is the crew on way or onsite? -
Advisement: It is recommended that once the emergency situation is resolved, a

regular location request be submitted for any nen-emergency excavations at the
site,

The questions are:

m Is this emergency an immediate threat to life,

. . . S
property, or the discontinuance of vital utility? S Gioi &R

m Is the crew on way or onsite?
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You can select yes or no from the first question dropdown
option. If you select no, you are not able to answer the
second question, and you can either click the cancel or
ok button at the bottom of the window. Clicking the ok
button will trigger a Confirm Short Notice disclaimer
window, asking you if you would like to comply with

the law and change your work start date to be that of a
Regular/Legal Location Request. Clicking the Yes button
at the bottom of this window will bring you back to your
Location Request creation form and the Work Start Date
and Time field will default to the next legal start date
based on the date of your submission. It will also default
the Priority/Ticket Type to read Regular.

Clicking No on the Confirm Short Notice Window will
bring you back to the Location Request creation form

but trigger an error, as you do not have permissions to
submit Short Notice Location Requests through your
online account. In your roles, you only have permissions to
submit Regular/Legal Location Requests and Emergency
Location Requests.

Per Code Rule 753, an Emergency Location Request
must be one that is an immediate threat to life, property,
or the discontinuance of vital utility. If you select Yes to
this question in the Confirm Emergency window, you
are able to answer the second question, which is whether
your crew is on the way to the site, or onsite. You have
the option to select either of these, as your crew must be
onsite or on the way to the site if your excavation is an
Emergency. Select from the dropdown list and click the
ok button at the bottom of the window.

Once you complete this, you will have successfully
triggered an Emergency Location Request and your
Dates section will reflect this in the Location Request
creation form.

Confirm Emergency

1= this emergency an immediate threat ta life, property, or the
discontinuance of a vital utility?

Is the crew on way or onsite?

Advisement: It is recommended that once the emergency situation is resolved, a
reqular location request be submitted for any non-emergency excavations at the
site.

Q) cancel W OK

Confirm Short Notice

I am required to remind you this phone call is being recorded and digging without
at least two full working days advanced notice is illegal. UDig NY discourages
illegal excavation work on less than two working days' notice. Doing so may result
in damage to property. personal injury, death, civil liability and/or an enforcement
action by O5HA or the Public Service Commission. Placement of this call will not
eliminate your potential civil or criminal liability for violation of the law.

Would you like to change the start date to comply with Code Rule 7537

V Yes ® No

DANNY DIGGER & 2 & T

ction: New

An error occurred on the *

server which has been
o |ogged for our support
B team. Please contact
support if this error
continues.

22/2020, 10:38 AM @ now rese = f L]

Confirm Emergency

ls this emergency an immediate threat to life, property, or the  yeg -
discontinuance of a vital utility? -

+ T wiay to site
Is the crew on way or onsite? A

Onsite

Advisement: It is recommended that once the emergency situation is resclved, a
regular location request be submitted for any non-emergency excavations at the
site.

v/ OK

& cancel
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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

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

Site Information

Street/Address

Intersection

Between Intersections s
Place

MNearest Intersecting Street Nearest 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 -
Street/Address Place
Nearest Intersecting Street Nearest Intersecting Street
SILCT LTITVIr Ty b Type
t/AddreSS - MY COMOMNDAGA
Dig Site Type e
County 64536409 €O RT 67, MEMPHT (DNONDAGA, NY) Piace
Street/AddreSS ON B453-6499 CO RT 67, VAN SUREN (DNONDAGS, MY| DE WITT
I B466-6499 CO RT 67, WARNER [DMNONDAGA, NY) DE WITI'
ONEIDA /Ay 1193-2799 RT 67, AMSTLADA [SARATOTA, NY)
State Coun Ly t/Aa 0-2799 RT 67, AMSTERDA (MONTGOMERY, NY)
N Y ONTARIO ] 0-3490 RT 67, AMSTERTIAM (MONTGOMERY, MY
0-1862 RT 67, BALLSTOMN [SARATOGA, MY)
est I ONONDAGA 6B1-2336 RT 67, EALLSTON LAK [SARATOGA, MY)
[ - | 0-13089 RT 67, BALLSTON SPA RATDGA, NY)
2RAA-3510 BT 67, FLISKIR (RFNSAFAFE MY
A
State

The state will always be greyed out and will default to “NY” for New York. UDig NY 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.

pares
"~ RT298 OFT
BRITTONFIELD PKWY 395 FT 20
CORT 251 496 FT 06/10/2020
FLY RD 496 FT
Sl corT77 498 FT  JL
1481 1183 FT reset
LAW DR 1221 FT
COLLAMER CROSSINGS 2382 FT
Place
COLLAMER CROSSINGS PKWY 2382 FT DE WITT
ASPFN PARK BLVD 2303 FT
Nearest Intersecting Street
(449 FT)
Nearest Intersecting Street Nearest Intersecting Street
FLY RD |
Gadl RT 298 0FT
BRITTONFIELD PKWY 395 FT
Additi | formati
dditional Work Information P -
Are you working on both sides of street? Gie
X 496 FT
Are you working within 25ft of the edge of the street? EkaH .
Is the excavation site marked in white? CORT 77 498 FT
Locate Instructions: 1481 (83 BT
Depth of Excavation: 1
Work Site Dimensions: Length: LAW DR 1221 FT HaHs
Comments: g
COLLAMER CROSSINGS 2382 FT
[1 save/Suspend COLLAMER CROSSINGS PKWY 2382 FT
_ASPEN PARK BRIV FZOREF
Nearest Intersecting Street MNearest Intersecting Street
FLY RD BRITTONFIELD PKWY
(449 FT) (229 £T)
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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 i Farcal
Fheae;  (315)437-7304 B Abor/Gisar
Cantact Information Mag Help

73178 mpany 107 154991 affico it 17118

ANNY DIGGER ar DSNY SAFE EXCAVATING 1iice: SYRACUSE OFFICE 1C] = EBEECOE
v CONTRACTOR Iy ENVIRONMENTAL CLEAN-UP 5
706 COLLAMER RD, EAST SYRACUSE, NY, 13057, ONONDAGA 5 =]
< {315) 4377394 B
DDIGGER@SAFEEXCAVATING. COM =]
tor { Site Centact Information a
| BUILDING GARAGE
e Tirne 06/02/2020 D700 AM
£ Type Regular
Site Information
Street/Address -
ONONDAGA =
o
: 3
706 COLLAMER RD) OE WITT i
o i 3
=
FLY RD ERITTONFIELD PRWY =
L { L] el
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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

reset

Street/Address Place

Cross Street

Frare Uy

Dig Site Type Site Information e ONONDAGA
=t I StroonfAninoss
. Dig Site Type COLLAMER
I nte r'S e ctl 0 n Intersection 0] COLLAMER CIR, DF WITT (ONONDAGA, NY) Place
—_ — COLLAMER DR, DF WITT (DN ONDAGA, 1Y) DE WITT
¢ COLLAMER RD, DE WITT (DM OMNDAGA, NY)
Gt C NY oN| ITTORONDRGA DE WITT
tate ount A COLLAMER RD, KIFKVTL L (ONDNDAGE, 1Y)
ONEIDA COLLAMER RD, AN TUS [ONONDAGE, M)
SI.TE‘E'f/AG COLLAMER DR, IRONDFGLIOITT (MOMROF, NY)
NY ON| | | ™ onmario  — |
COLLAMER DR, WAL TA (SARATOGA, MY
Cross Strt ONONDAGA COLLAMER RD, MALTA [SARATOGA, Y]
n COLLAMER RD, PARMA (MOMROE, MY
COLLAMER AVE, 1141 T2 [SARATOGA, MY

State

The state will always be greyed out and will default to “NY” for New York. UDig NY 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
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 hd reset

Site County
NY ONONDAGA
Streat/Address
COLLAMER DR

Cross Street

KINNE ST

Place

DE WITT
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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.

miact DANNY DIGGER Matihy By Parcel -
Phesel  (315)437-7304

_Contact Infarmation N Heip
or i 73178 mpg 154391 q 7116
DANNY DIGGER ar DENY SAFE EXCAVATING 1fice: SYRACUSE OFFICE Q] (] [ 9[7] ]
i CONTRACTOR Iy, ENVIRONMENTAL CLEAN-UP
T COLLAMER kD, EAST SYRACUSE, NY, 13057, ONONDAGA =
< {315)437-7394 E
' DDIGGERESAFEENCAVATING. COM
Excavator [ Site Coentact Information ﬁ
0}
g 355
|| BUILDING GARAGE
e Tirne 06/02/2020 0700 AM
ar Typo: Regular
Site Infermation
lnaersenion ¥ = [j300-6399 Cabiaes
ONONDAGA
COLLAMER DR DEWITT
5T
KINNE ST

nformation

L]
1O-pi89
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Between Intersections

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

reset

Street/Address

Place

Cross Street

State County

Street/Address

Place

Cross Street

Dig Site Type E.eltﬁleerinplntersections v
Between Intersections v N B
ORLEANS
State Street/Ad
" ONEIDA
NY County Cross st OTSEGO
ORANGE
.‘.J\r'
ONTARIO
Street/Address -
~ ONONDAGA
Lross S5irees
State County

The state will always be greyed out and will default to

“NY” for New York. UDig NY 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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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 PKWY, DE WITT (ONONDAGA, NY]
BRITTON PL SALIP

BROADFIELD RD. |
BROADFIELD RD. WA
BROADFIELD RD, FORPEY
BROOKFIELD RD, MATTYD:
BROOKFIELD RD, 5411

HADDONFIELD DR DF
Ay

DINOND,

HADDONFIELD PL. DE WITT [
31 R R TR R TRt L H———

Place

DE WITT

DEWITT
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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.

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.

MY ONOMNDAGA Criai Stra
tri idrrs: COLLAMER RD

Str 5
ER: ELD PR N ONONDAGA

BRITTOMFIELD PRWY DE WITT|

COLLAMER RD

CORT 77 COLLAMER RD
FLYRD A oRTT mation
RT 258 i
ErrrTEeT RT 258

etreENemAnorrseTarked in white?

Site Information

Between Intersections - rese

State Cournty
NY ONONDAGA

drass Place

‘;I‘-“L":‘ ¥ . 3
BRITTONFIELD PKWY DE WITT
COLLAMER RD

State County

NY ONONDAGA

Street/Address Place

BRITTONFIELD PKWY DE WITT

[543

FLY RD
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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.

(-

@ Hame t Mew
o Comtact DANNY DIGGER Natify By Parcel -
Phoaa (315)437-7304 & Abort/Discarne
Contact Infarmation Mag Heip
73178 smpany 107 154991 affica ITF 17118
- DANNY DIGGER an DEMY SAFE EXCAVATING IF SYRACUSE OFFICE [ P
/i CONTRACTOR iy ENVIRONMENTAL CLEAN-UR BR=OH ]
B706 COLLAMER RO, EAST SYRACUSE, NY, 13057, ONONDAGA E

= {315]437-7394

e B

a
DDIGGERESAFEEXCANATING COM
Excavator | Site Centact Information ] 9
_E '9 1
- i Y
ol
Ig
I BUILDING GARAGE
Sit 2
Between Intersections - ik :'
ONONDAGA = L]
BRITTONFIELD PRWY DEWITT o
COLLAMER RD
ONONDAGA Q
BRITTONFIELD PKWY DEWITT
FLY RO
e
=
L { L] ard 2
a o
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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 ¥
Are you working within 25ft of the edge of the street? Yes/No Y
Is the excavation site marked in white? Yes/No x

Locate Instructions: | ocate Instructions

Depth of Excavation: Depth  Units ¥

Work Site Dimensions: Length: Llength Units ~ Width: Width Units

Comments:  camments

Additional Work Information

Are you working on both sides of street?
g K fa o

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?

UDig NY 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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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.

NY, ONONDAGA, DE WITT

BRITTONFIELD PKWY  pqARK A 25 FT RADIUS OF POLE #
COLLAMER RD

NY, ONOMNDAGA, DEW
BRITTONFIELD PKWY
FLY RD

Additional Work Inf NORTHEAST CORNER OF THE INTERSECTION
NORTHWEST CORNER OF INTERSECTION

POLE TO HOUSE

Are you working on bol

Are you working within REAR OF PROPERTY

Is the excavation site it
SIDEWALK IN FRONT OF PROPERTY

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

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

Locate Instructions:

Additional Work Information

Yes/No

Are you working on both sides of street? No -
Yes/No
Are you working within 25ft of the edge of the street? No v
Yes/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
Linirs
Depth of Excavation: Depth Feet
Work Site Di S : R S g Inches
ORI SRR, Length: Length Units ~ Width: Width
Yards
Comments:  comments Miles
Meters

Depth of Excavation

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.

Work Site Dimensions

In the 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, Meters, Miles, or Yards. If unknown, leave
blank
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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

Cormments

Comments: A MAP IS AVAILABLE TO LOCATORS UPON REQUEST
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Completing your Location Request

To finalize your Location Request, you can click on the Save/Continue button at the bottom of the Location Request
creation form, or the Released button at the top right-hand corner of the form, above the map.

To cancel your Location Request at any time, click the Discard button at the bottom of the form, or the Abort/Discard
button at the top right-hand corner of the form, above the map.

Functien: MNew

DANNY DIGGER 12
Contact: DANNYDIGGER NotifyBy: |Pparcel = Saveas: | «/ Complete
Phone:  (315) 437-7394 '
W Abort/Discard
n . X ii Map =
Site Information : :
Dig Site Type: Street/Address P E ¥
et Q] ERE0 : (]
3333 ROCHESTER RD = E
MNear, SWEETENERS BLVD (1532 71) Mear: WILLOW TRL (210 FT) o548 e}
2, "
L =
Additional Work Information = '% e =
-
Yes/No
Are you working on both sides of street? Unknown - Z E
-
Ves/Ne ﬁ
Are you working within 25ft of the edge of the street? Yes - E
Yes/Na E =1
Is the excavation site marked in white? Yes | [ﬂ )
-
Locate Instructions @ o :
Locate Instructions:  cUSTOM FIELD -
-
Depth of Excavation; Depth  Unfts a
Work Site Dimensions: Length: Length Units  ~Width: width  Units ™ 5
5 -
Comments: - S fast a
] J3ks i 137 :n
v Save/Continue W Discard 689 arkivgord L% '.Ei
(> E
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Completing your Location Request

Verify Location

Once you click on the Released 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.

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 contacted regarding
your request for under-ground utility locations for your
Emergency excavation. The Comments field will show
any information you input into that field when entering the
locate information on the Location Request creation form.

Please review the affected service are-as and then click on
the Send Ticket button at the bottom of the screen. If you

Verlfy Location

Fusswane | S Costaet [nfareation
i

Wl vt meiy L HEWEDUREE
kT

sk b tihet

Affected Service Areas

et Emergency

21020 10:84 A
Service Areas:

Ll Tyoeeds)

EATY, IR

FIBER, TELEFHENE
SANTTARY SEWER. WATER
ELECTRIC
FIBER; HIGHWAY, TRAFFIC SGRALS

(=

CULYERTS, BHAIKAGE, HIBHAY,
i

HIIHAY, SANITARY SE
it

need to make corrections, you can click on the Back to
Ticket button.

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 auto-matically have a copy of the ticket emailed
to that address.

Ticket Saved

Your ticket number is:

02032-000-002

Version: 0

Send a copy of the ticket:

O By email:

Excavator ID:

90314

Company ID:

7579

4+ Create Another Locate Request

Close
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Completing your Location Request

More Locates? Version: 0

If you have more locates to enter, then you can click on the Send a copy of the ticket:

Create Another Locate Request button. If you are done, Email Address

then click on the Close button and you will be taken back [J Byemail:  kacole@udigny.org
to a screen displaying the last Location Request you

entered.

+ Create Another Locate Request

Location Request Status

In the Excavator—Emergency Role, all submitted Location Requests will be submitted in a Released status.
Completed tickets are automatically sent to affected utilities.
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Completing your Location Request

As a web user in the Excavator—Emergency 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.

L

DANNY DIGGER 12

@ | DANNY DIGGER MNew List Dashboard

21 My Tickets [ Show Completed Tickets

Tir k ets @® aj T m
Expiring Results: 8
My Ti 6706 COLLAMER RD DEWITT LANDSCAPTNG 1234 06/04/2020 07:00 AM DSNY SAFE EXCAVATING 06010-000-D24
Re 706 COLLAMER RD DEWITT INSTALL FENCE CUSTOM FIELD 06/DE/2020 07:00 AM DENY SAFE EXCAVATING 06010-000-004
6706 COLLAMER RD DEWITT LANDECAPING m 06,/04/2020 07:00 AW DENY SAFE EXCAVATING 05290-000-018
. 6706 COLLAMER RD DEWITT ADDITION 1234ABCD 06/05/2020 07:00 AM DENY SAFE EXCAVATING 05290-000-013
. 5706 COLLAMER RD DEWITT BUILDING GARAGE 123ABC D6/05/2020 07:00 AM DSWY SAFE EXCAVATING 05290-000-011
H Y 6706 COLLAMER RD PEWITT BLUILD BIKE TRAIL 05/ZE(2020 07:00 AM DSNY SAFE EXCAVATING 05220-000-080
5681 COLLAMER RD DEWITT INSTALL PARKING LOT 1234ABC 06/01/2020 47:00 AM DENY SAFE EXCAVATING 05270-000-010
S 6706 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 © Wy Owy Oy pe
side on this ticket dashboard screen, in which you can use Tickets @ el Fickicihilanl
i issi ilter by Ticket Number res
to fllter (based on perm|SS|OnS). *Past 60 days Min 5 characters required
m My Tickets Expiring Tickets )
m My Office Tickets *In the next 5 days —
m My Company Tickets My Tickets on Map PN 786 MORRIS PARK
Here, you can click to view: Response Status : AVENUE A
All tickets from the past 60 days
. . i 4008 DUTTON RD
m Tickets close to expiring
= Tickets on a map (using your current location) i 16 MUNGER ST
m Response status of tickets
E BUFFALQ ST,
: E BUFFALO ST,
' RIDGEFIELD DR,
WASHINGTON ST
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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 S A 406 HINSDALE RD CA
actions on that ticket. In this role, you can use the three-dot
menu to: View Ticket ) PKWY,
m  View the Ticket J PKWY
= Find All Related Tickets Find All Related DE
= View the Utility Responses .
m  Mark your work as completed & View Responses
® Locate Again v Work Completed CH
m  Print the Ticket Text
Locate Again CH
Clicking the View Ticket option in the three-dot menu & Print Text [
will take you to the full ticket that was submitted. :RD CA

DANNY DIGGER =

il DANNY DIGGER By hoywan Jhiw..
1315)437-7354 B abort/Discard
© G706 COLLAMERAID, EAST SYRACUSE, MY, 13057, ONONDAGA Help
(315 4377354
DDIGGERESAFEEXCAVATION.COM 1G] (L] 419 1] /]
Excavator { Site Contact Information =
JOHM DOE h 1315) 555-5555 Emall |DOE@SAFEEXCAVATION.COM g
*. STEVEN DIGGER 1315) 437-7304 711l SDIGGERESAFEELCAVATION,COM B e
y Or MATIDNAL FUEL GAS
00 1234BC =]
Work E ?
o
ADDITION J[ale &
1 BACKHOE o]
2 if kel By tlemae? | WY
i Mo &
Pates
o Time DS/Z7/2020 07:00 AM a
o completed by 05/29/2020 &
wirk does net st 06102020 =
o
site Information bt
[ S Type: Between Intersections z
1Y, ONONDAGA, DE WITT
BRITTONFIELD PRAAY
COLLAMER RO
Y, ONONDAGA, DE WITT
BRITTONFIELD PRWY
FLY R
Additional Work Infarmatlon
No
Ko
marked in whit Yes
it REAR OF PROPERTY TO THE LEFT OF THE SWING SET AS FACING THE HOUSE
3 Feat 8
site Dirmesssior Lengt 12 Feet Welth: 6 Feat =
10 AMAP 15 AVAILABLE TO LOCATORS UPON REQUEST 15
L L
B = 1
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Utilizing the Ticket Dashboard

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.

D00 vl
cqeer DOHRY

[

. -] i
Type Eesponse Number  Street Place
. . - . n &706
Clicking the Find All Related option will change your i ~ ] emergen.. prjesian.. OT00-000 coliam..  DEWITT
dashboard to only list the summary of those tickets related View Ticket "o
to each other. Again, this option only appears on Location View Most Recent Version
Requests that have more than one version, or are linked Find All Related
on the backend in some capacity due to an addition, PO i A et |
. . . . = & Find All Related
correction, or damaged/discovered line on a ticket. B Vi
iew Responses
& Print Text
‘\II-:..:(&.-II:IIJ-.:'.I. :I-: rl...:.ll':b-:r pwing retated Uckets GO Gadk 10 the |gst fiter - 2‘5 II;
= Results: 2
BEFNONG +* INUTTTEEN 5.?_5”'. LR D_[G LR I;IZ..'. rancoor
PR Regular :;ﬂ,f‘:\‘:"' 2;”“' oA, DEWIT  SWEY :;'g:ff‘ oy :';_“::"
G706 DiG oG
inle-nergcm. g;f,?:{f:‘"' gx@o-mﬂ- xmm... DEWITT :E:SL:URK g;ﬁ:{,ﬂ"' :;fwﬂ:om New
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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 01182-000-001

@ Current/Most Recent Response for each Service Area O Show all Responses and Ticket Events

Service Area Response =

CHARTER COMMUNICATIONS SYRACUSE

CHARTER COM SYRACUSE

ELANTIC TELECOM INC

ELANTIC TELECOM

LEVEL 3 COMMUNICATIONS

LEVEL 3 COMMUN

LIGHTOWER FIBER TECHNOLOGIES

LIGHTOWER FIBER TECH

NATIONAL GRID / CENTRAL | ELECTRIC

NAT GRID | CENTRAL / ELECTRIC

NATIONAL GRID [ CENTRAL | GAS.

NAT GRID | CENTRAL | GAS

NYS DOT SYRACUSE REGION 3
Ny ¥R

ONEIDA COUNTY RURAL TELEPHONE

ONEIDA RURAL TELE

ONONDAGA COUNTY DEPT OF WTR ENVIRONMENT
PROTECTI

ONON CTY BPT WTR ENV

ONONDAGA COUNTY WATER AUTHORITY

OOWA

TEST MEMBER 3

TEST MEMBER 3

TESTING 13
TESTING 13

TOWN OF DEWITT

TWIN.DEWTTT

10 - CLEAR, NO FACILITIES WITHIN 15 FT OF THE EXCAVATOR DEFINED WORK AREA

UDIG NY Dawe:  01/24/2022 02:41 PM

UDIG N

By default, you are viewing the current/most recent

response for each Service Area. You can choose to Responses for Ticket 01182-000-001
Show A" Responses and Ticket Events at the top Of (O current/Most Recent Response for each Service Area (®) show all Responses and Ticket Events
the window. This will generate an audit list on the ticket fe: @ shewplits) O someronbiis) O NoResponseie) I show eerts 8)
and responses. Status Date Service Area Utility Type
Current ’
You will see: R L ELECTRIC
. Ticket Sent,
m  When the ticket was created Current
) No Response by TOWN OF DEWITT
m Any new versions created Due Date, Late L
Ticket Sent,
. Current
m  When responses were viewed er— ey
HIE T Due Date, Late UDIGNY
®  When utilities entered responses Ticket Sent
No Response by VERIZON SYRACUSE
®m And more Due Date, Late VERIZON SVRACUSE
Ticket Sent,
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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:  D&j01/2020, 0700 AM 8

This function will pop up a new window over your
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 ety Locton
Request.

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 is 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

Your ticket number is: Excavator ID: Company ID:

02032-000-004 90314 7579

version: 0

Send a copy of the ticket:
£

O sy email:

B Close
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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. Using this action is

for you personally and doesn’t show on the ticket for

the Member Facility Operator. This feature is to help you
organize your Tickets dashboard. 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.

| © | DANNY DIGGER

Tickets @

*Past all days

Expiring Ticket

1 Lhe nexl 5 days
My Tickets on |

Response Statl

(®) My Tickets shaw

Completed Tickets

S Filter by Ticket Number reset
Min & characters required

LA PN LLLLY TR,

ERITTONFIELD PKWY,

COLLAMER RD,

View Ticket

View Responses

Work Completed

Print Text

ge
WITT

WITT

WITT

@ My Tickets ¥ show Completed Tickets

Tickets @

Past 50 days

QFilter by Ticket Number reset

rdin 3 characters reguired

Expiring Tickets

*1n the next 5 days

My Tickets on Map

Response Status

View Ticket

BRITTONFIELD PK\
COLLAMER RD,

ADDRITION

Job Number

123ABC

Wark Start Dat

05/27/2020 07:00

B View Responses

v Work Not Completed

& Print Text
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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.

2222 24PN Tickat

3 sheets of paper ~ NY DIGGER &2
: = - - e SRR = -
DAN NY DIGG £ o e Destination 5 Microsoft Printto PDF =

Blaiting: 4

o Edgo o Aoad: Pages

Work Type: TEST MOLES

> My Service Areas

Service Area Tick Layout Landscape

15 PHELPS
SAFELY WEW YORE, EAST SYRACISE
COLLKER 7D hddr2
YRACISE State: WY Z1p: 13857
Fa

06309 8258 1 Ea3ii: kelcphelpcigyance.coa
SELF

More settings v 1A DIGGS

i 01242
S
e
01242
e s T
B o
A DIGGS S
N G
s =
01242
a5 are current as of 02/02/2022 0248 PM.
Sans Nk iy Typals)
é‘ - 01182
° 01052
-
L s
s o o i ADILeS 01212
—— - T TR
INSTALL
1 . 1110/, ’
01/10/20220700 6706 COLLAMER [\ i cenn eaciaat 01/10/2022 07:00 e
Al RD RS AM
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How to Respond to Automated Positive Response (APR)
Explanation

Automated Positive Response (APR) is a system that was established by the one-call notification system to furnish a single
point of contact between Member operators and Excavators for the purpose of communicating the status of an excavation
Location Request as provided by the Member operators.

As of January 4, 2012, the NYCRR Part 753 was amended; part of the amendment is the inclusion of Automated Positive
Response (APR). As of May 31, 2012, Automated Positive Response is part of the Code Rule 753. All members of
UDig NY must use the APR System.

Positive Response Contacts can respond to Location Requests utilizing APR by phone using the dedicated phone number
888-DIGGERS, or through their Exactix account.
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How to Respond :: Using a phone

Responding by phone for a Service Area or a Utility

When placing a response by phone, a username and password are not needed. The system assigns each
Service Area a Positive Response ID (Member ID).

The Positive Response ID is different from your Excavator Office ID that is used if you call in a Location Request.

To obtain your Service Area Positive Response ID, please reach out to Member Support by submitting a support form
at My.DigSafelyNewYork.com and clicking on the Exactix Member Support button.

If you are responding by phone you will need the Service Area Positive Response ID and the 11-digit ticket number.

Steps for responding via phone
1. Dial 1-888-DIGGERS (344-4377). Press option 2 to enter a response for a ticket (Location Request).

2. Input the Service Area ID number that was provided to you by UDig NY and press the pound (#)
key when finished.

3. Enter the ticket number (the first 11-digits) or press the star (*) key to enter a different Service Area ID.

4. If you are responding for one Service Area, enter your response code. If you are responding for the utility,
use the prompts to select the utility type using the phone keypad.

5. Your response will be read back to you. Press 1 if this is correct, or press any other key to choose
a different response.

6. If you have completed your response, you can hang up.
7. If you have more Location Requests to respond to, enter the 11-digit ticket number of the next Location Request.

8. If there is an additional utility type on the same Location Request that needs a response, please follow the
prompts and select the utility type using your phone keypad.
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How to Respond :: By Service Area using Exactix

Now that you know how to navigate the Tickets Dashboard and the Secondary Menu; let’s go over responding
to location requests.

In this section we will go over responding to a Location Request per Service Area. This means your response is
entered for the entire Service Area for all utility types in which the Service Area is accountable.

There are two (2) ways to enter a response for a Location Request through your Exactix account. First, we will go over
how to respond to a Location Request by viewing the full ticket information.
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How to Respond :: By Service Area using Exactix

Once you are logged into your Exactix account, you will want to click on the Tickets menu option found on the left side

menu of the home screen.

By clicking on the Tickets menu option, the ticket dashboard will open.

PLEASE BE ADVISED THIS IS NOT A LIVE SYSTEM. ALL T

IANNY DIGGER

%) My Sarvice Areas Tickets

Tickers @ AFilter by Tisket Number 1

706

DANNY DIGGER

DI

Next select the Response Due tab in the secondary
ticket menu.

This tab is defaulted to display location requests your
service area has received which either has a response due
in 48 hours, late, or a dig delay was previously requested.

Please note: When using a dig delay, the code will need
to be changed to reflect the ticket has been marked or
cleared. Once the response has been changed, the ticket
will be cleared from your dashboard.

The little green bubble located on the Response Due
tab is informing you of how many Location Requests
need a response.

There is an additional option available to Show All open
location requests whether it is Due in 48 hours, Late, Dig
Delay was requested, and any request due up to 10 days
out. To Show All you will need to select the radio dial
button located next to the Show All that is located at the top
center of the Response Due Dashboard.

Service Area Tickets
*Oreated (n past S day

I
i w292 SAFELY UL SAFELY Q7180
* l groam GOt DEWIT ey DEMOLL. [ooaM  HEW 000-010)

YORK oRK

Plaase ng o e olg
. 231 SAFELY  BRE 02N SAFELY  O7iEe-
d "l aropam  EOUAM- DEWIT ey gemou. oroosm  new 000-009

YORK YRk

- oG oiG
avlaafi SAFELY 03/22/2... SAFELY a8
arapam oA BEWITT gy b TR0AM  NEW 0003

YORK YORK

¢l s F

@ Filter by Ticket Number

*Due in 48 hours

Response Due @

All Responses

Regular

11/02/2
C7:00 Al

KRIS PHELPS

Show Tickets with

Response Due within: O 48 hours

Show all
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Service Area using Exactix

Opening to Location Request allows you to review all the ticket information before entering your response.

You can open each ticket in your dashboard by double-clicking on the row.

You can also use the three-dot menu and select the View Ticket function.

Tickets on Map

All Responses

chets created in past 14 days

6706

() MyTickets (®) My Service Areas Tickets Show Tickets with Response Due within: aghours () Show all

Service Area Tickets a Filter - 25 -
*Created in past 60 day= =

Response Due @ o A
=Due in 42 hours

2 Regular B BME  BRMm e b e
B 01042-000- i 01/07/2022 DANA DIGGS
002 ;gLLAMER DEWITT ubIG NY 07:00 AM LANDSCAPL... Late
B Add Response
B View Responses
& Print Text
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Service Area using Exactix

Once the ticket is open you will see the full Location
Request information.

. . 01052-000-001 v1 status: Complete
Next, select the Service Areas tab to open the list of hgent:  DSNY Function:  Late
. ‘g . . . g Notify By:  Parcel
Service Areas that were notified of this Location Request. R :
Ticket Te Service Areas sponses Deliveries Revisions

Contact Information

Excavator ID: Company ID: Office ID:

Contact: CPECK Company: Office: E
Company Type: HOMEOWNER

Address: 6706 COLLAMER ROAD, EAST SYRACUSE, NY, 13057

Primary Phone:  (315) 437-7394

Alternate : Alternate : =

Email: Email N/A: Yes Exclude Email from Ticket: No
Excavator / Site Contact Information

Are you doing the Work?  Yes €70

Aibic doina to .

You will see under the Positive Response column on your

associated Service Area line the green Add New text. shfitad Fositive Responss
If you are ready to respond to this ticket, you will click the
Add New text and a response window will open.

TEVE COOK i

315) 415-2969 ST

Response

Code

Required

Comment

O cancel Save & Add another
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Service Area using Exactix

If you select the Code field, a dropdown of response
codes will appear. You will select the code that you want
to respond with.

Please note: When using a dig delay, the code will need
to be changed to reflect the ticket has been marked or
cleared. Once the response has been changed, the ticket
will be cleared from your dashboard.

Within the response window you can also leave comments.
This allows you to leave additional contact information
or details pertaining to the marked utilities.

Click the Save button at the bottom of the response
window when you are ready to submit your response.

You will now see that your response has been entered.

If you made a mistake or need to update your response or
comments you can click the green Add New text that is
located below your current response.

The same response window will appear and you can then
enter your new response and/or comments. Click the Save
button at the bottom of the response window once you are
ready to submit. The updated response will overwrite the
original response.

Response

Required -
- 15 FT OF THE EXCAVATOR DEFINED WORK AREA [

10 - CLEAR, NO FACILITIES WITHIN 15 FT OF THE EXCAVATOR DEFINED WORK AREA

31 - MARKED WITH EXCEPTIONS, DO NOT DIG, HIGH PROFILE UTILITY IN CONFLIC]
51 - UNMARKED, DO NOT DIG, LOCATE TECHNICIAN COULD NOT GAIN ACCESS TO

52 - UNMARKED, DO NOT DIG, THE DIGSITE DESCRIPTION WAS INCOMPLETE OR U

Response

30 MARKE TE HORIZONT) RGROUND FACILITIES WITHIN 15 FT
= RK 4R

Comment
LOCATED STREET TO POLE, FROM POLE TO BUILDING IS PRIVATE SERVICE

Q cancel " Save & Add another

30 - MARKED, THE APPROXIMATE
HORIZONTAL LOCATION OF
UNDERGROUND FACILITIES WITHIN 15
FT OF THE EXCAVATOR DEFINED WORK
AREA HAVE BEEN MARKED

Date: 07/20/2020 08:53 AM

Comment: LOCATED STREET TO POLE;
POLE TO BUILDING IS PRIVATE SERVICE

add new

view all
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105




How to Respond to Automated Positive Response (APR)

How to Respond :: By Service Area using Exactix

The green view all text located below your response will open a new window with the responses for that Location
Request. This is where you can see your response history for this ticket.

The row that has the term Current as the event status, is your current response for that Ticket number.

30 - MARKED, THE APPROXIMATE
HORIZONTAL LOCATION OF
UNDERGROUND FACILITIES WITHIN 15
FT OF THE EXCAVATOR DEFINED WORK
AREA HAVE BEEN MARKED

Date: 07/20/2020 08:53 AM

Comment: LOCATED STREET TO POLE;
POLE TO BUILDING IS PRIVATE SERVICE

view all

add new

B Responses for Ticket 01052-000-001 |

By Marted  Sommenes

Responses for Ticket 01052-000-001

Filter: @) Show All (2) O Current Only (1) O No Response (1) Show events (4)

Status Date Service Area Response

No Response by
Due Date, Late
Ticket Sent

UDIG NY
uDIG NY

Event 01/05/2022 10:00 AM Version: 0 New ticket saved with status Comples

nalnziannn ozn0.0n8 i P

After you have successfully submitted your response, go back to Responses Due tab by clicking on the Dashboard
button under your name in the right-hand corner of the screen, to view and respond to other Location Requests.

(®) My Service Areas Tickets
- Q Find by Ticket Num.
“ontact Positive Response _SerVIce Al efa Tickets QFilter by Ticket NU
*Created in past 60 days Min 5 characters requir
Response Due @
30 - MARKED, THE APPROXIMATE *Due in 48 hours
HORIZONTAL LOCATION OF _ Ticket
UNDERGROUND FACILITIES WITHIN 15 Tickets on Map ICKE
I FT OF THE EXCAVATOR DEFINED WORK Tvpe
EXE CQOK AREA HAVE BEEN MARKED =A==
5] 4152569 Dare: 07/20/2020 08:53 AM All Responses
Comment: LOCATED STREET TO POLE; *Tickets created in past 14 d?‘l)"ﬁ
POLE TO BUILDING IS PRIVATE SERVICE
view all add new
106 Complete Exactix Guide :: Member Utilities



How to Respond to Automated Positive Response (APR)

How to Respond :: By Service Area using Exactix

The second way to respond to a Location Request is by using the three-dot menu. We recommend using the three-dot
menu if there is enough information provided to assist with making a decision on your response, as it is an efficient way

to add a response.

You will see the summary information for the ticket based on the column heading on your dashboard.

These include:
Ticket Number

m  Street
m Place
m  Company
Current Response Service Work Work
Response Due Date  Street Place Area Type Start [
. 07/23/2020 g_g)I?LAMER DE WITT DIG SAFELY  INSTALL 07/23/z
. 07:00 AM RD NEW YORK  DRAINAGE  07:00 A
View Ticket 106
07/23/2020 DIG SAFELY  INSTALL 07/23/2
Add Response 07:00 AM ;CD)LLAMER ca NEWYORK  POND 07:00 A
B View Responses
07/23/2020 S0 DIG SAFELY  INSTALL 07/23/z
= i 07:00 AM COLLAMER  DEWITT NEW YORK  FENCE 07:00 A
& Print Text - RD :

If you select the three-dot menu and click on the

Add Response option, the response window will open.

You can enter your code and/or comments just like

you can if you opened the ticket information up.

Do not forget to click Save button at the bottom of
the response window when you are ready to submit

your response.

Response

© cancel

my.UDigNY.org :: Access. Information. Support.
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Service Area using Exactix

You will then be back at your ticket dashboard screen. The Location Request you responded to will still appear
in the dashboard and the three-dot menu will have a gray circle around it.

You can then view your response to make sure it was saved by reselecting the three-dot menu and clicking
the View Responses option.

68706
01/10/2022 01052-000- 01/10/2022
Regular 07-00 AM 001 {égLLAMER DEWITT UDIG NY 07-00 AM Late
. FINA
: Regular
View Ticket

Responses for Ticket 01052-000-001

@ Current/Mest Recent Response Tor each Senvice Area o Shawe all Responses and Ticke? Cvenits
Add Response st

AT HORIZONTAL LOCATION COF UNDERGROUND FACILITIES WITHIN 15 FT OF THE EXCSATUR DESINED WORK ARES HAVE BESN
UDIG Y
e T POLE, FROM P0LE TO BUILDING 15 FRIVATE SERVICE

B View Responses

& Print Text

To refresh the Response Due tab dashboard, just click the
Response Due tab again and the ticket you responded to
will clear out. You will also notice your Green Bubble count

DANNY DIGGER

will go down. (®) My Service Areas Tickets
Service Area Tickets @ QFilter by Ticket Number re
*Created in past 60 days Min 5 characters required

Response Due @

*Due in 48 hours

[MCKets on Map

All Responses

*Tickets created in past 14 days
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Utility Type

In this section we will go over responding to a location request per utility type. This means your Service Area is
responding to a location request per the utility types listed within the Service Area Profile.

It is important to note with using utility type responses, all utility responses are due by the start date and time listed on the
Location Request. If all utility type responses are not submitted by the start date and time of the Location Request, the
Service Area has not completed their responsibility and may receive a Late Notice (on Regular Location Requests only).
UDig NY’s Member Services team will also not be able to report which utility type did not respond on time.

There are two (2) ways to enter a response for a Location Request through your Exactix account. First, we will go over the
how to respond to a Location Request by opening the full ticket information.

Once you are logged into your Exactix account, you will want to click on the Tickets menu option found on the left-hand
side menu of the home screen.

DAMNY DIGGER

Service Areas Tickets
[ Service Areas ltems par Paga
Service Area Tickets @ G Filter by Ticket Number reset : n 25 x

*Crealad in past G0 days Min 5 characters requirad

Response Due @ Results: 9

*Due |n 48 hours

Tickets on Map = Wark

art

All Responses Qe b Numb.. Street Place | Date
FTickets created in pas) 14 days
orf2... 07170 3055 L?WN 0722/,
s Reqular 07:00 QUINL.. YORKT... 0700 T

By clicking on the Tickets menu option, the ticket dashboard will open. Next, select the Response Due tab in the
secondary ticket menu.

This tab will display all Location Requests your associated Service Area has received and either has a response due in 48
hours vor a dig delay was previously requested.

Please note: When using a dig delay, the code will need to be changed to reflect the ticket has been marked or cleared.
Once the response has been changed, the ticket will be cleared from your dashboard.

The little green bubble located on the Response Due tab is informing you of how many location requests
need a response.

ervice Area Tickets q_ Filter by Ticket Number

*(Creatad in past 60 days BIn S characien o

Response Dug @
*Due in 48 hours
Tickets on Map

Street Place

All Responses e

*Tickets created in past 14 day: . 02/08/2022 02032-000- 3085 02/08/2022
EET R TP T H Regul YORKTOWN YORKTOWM UDIG NY
H gular ¢ :
07:00 AM 019 QUINLAN ST ENGINEERL, 0700 AM
TOWN OF
02/08/2022 02032-000- 3055 02/08/2022
Regul YORKTOWN  YORKTOWN UDIG NY
gl 07:00 AM 019 QUINLAN 5T inomeeRs O700AM

6706

a I
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Utility Type

[ Service Areas . -
Se Area Tickets a, Filter oy Ticker Number resst - £ -
Response Due & e Results: 8
ki
Tickets on Map
All Responses e e ; =

i . TOWN OF
i i Wi SANTTARY vifmzfzz 10282000 1895 11022022 _
Regular SEWER O7-00 AN a6 BALDWIN D YORKTOWN YORKTOWN 0700 AM UDIG NY New
ENGINEERL...
" TOWN OF
11f0z/2022 10282-000- 1685 11/0z/2022 i
Regular WATER oL bk b e winap  YORKTOWN  vomcown  JUOHEE DI Ny New
ENGINEERL..
g TOWN OF
1 ;
Regular WaTER 02/2022 10282000 ZOSBALLAN  yopown  vomkrown  HOHOR ey New
700 AM o7 AVE 0700 AM
ENGINEERL ..
TOWN OF
SANITARY 11/02/2022 10282-000~ 2066 ALLAN 11/02/2022
Regular il i e s YORKTOWN  YORKTOWN o /o8io DG Ny New
ENGINEERL .
TOWN OF
SANITARY 11/02f2022 10282-000- 2072 11/02/2022
Reguizr i ML L b Manpon  YORKTOWN  yomkrown o lfOeD UDIG Ny New
ENGINEERL...
TOWN OF
vy Ezeoe w072 11022022 :
Reguizr WATER Bl s Moo YoRKTown  vomerown o nSHeC UDIG Ny New
ENGINEERL...
TOWN OF
SANITARY Mz 10282000 2076 DEFOE 11022022 .
Regular ek B i p YORCIOWN  YORKTOWN o Biets DG MY Hew
ENGINEERT...
] TOWN OF
. s 1fozj2022 10282000 207 DEFOE s OWNOP  mjozzezz i

Because your Service Area is setup by Utility Type there will be multiple copies of the same ticket listed, each copy is for a
specified utility type.

Example: If your Service Area has Sanitary Sewer and Water, you will see one (1) copy listed for Sanitary Sewer and one (1)
copy for Water.

Once a response is entered on a copy that specific copy will be removed from the Response Due dashboard.

Example: If you enter a response for Sanitary Sewer and not Water, the Water (ticket) copy will remain on the Response Due
Dashboard until a response is entered.

By opening a Location Request, you can review all the
ticket information, including the ma : Regul 72f2. 0770 GO R

’ g P- : eguar 07:00PM 134027 O :
To open the ticket mformahon, you select the row of eunr GEpR. o imsw vorc
the ticket you want to view and click on the row once. E 07:00PM 134027 :

H 366
You can also use the three-dot menu and selecting : Requiar 07/21/2...  07170- ey
the View Ticket function. N
: Regular
Regular YORKTO.

View Ticket

[+

Add Response

B View Responses

& Print Text
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How to Respond to Automated Positive Response (APR)
How to Respond :: By Utility Type

Select the Service Area tab to open the list of Service Areas that were notified of this Location Request.

You will see under the Positive Response column on your associated Service Areas line the green Add New text.

Please note: You will need to click the Add New text from the Service Area Tab for each Utility Type.

If you are ready to respond to this ticket, you will click the add new text and a response window will open.

Taken:  07/17/2020 01:58 PM Notify 8y:  Parcel
) , N - @ Fil
Ticket Text Service Areas Responses Deliveries Revisions —
Service Area Utility Type(s) Contact Positive Response
N‘IleUSA CATV, FIBER
CONSOLIDATED EDISON COMPANY OF
NY ELECTRIC, GAS, GAS TRANSMISSION
CON-ED
UYSEE BRENATERELETHIC eLEcrRic
MWYSEG [ BREWSTER ELEC
TOWN OF YORKTOWN ENGINEERING LOUISE KOBILIAK o
TWN YORKTOWN ENG e (914) 962-5722 x220 e
Moe  \WESTCHESTER COMMTY SEWER SANITARY SEWER, WATER
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Utility Type

First, you will want to select which utility you will be
entering your response for.

Once you select which utility you are responding for,
select the Code field and a dropdown list of response
codes will appear. You will select the code that you want
to respond with.

Please note: When using a dig delay, the code will need
to be changed to reflect the ticket has been marked or
cleared. Once the response has been changed, the ticket
will be cleared from your dashboard.

Within the response window you can also leave comments.

This allows you to leave additional contact information or
details pertaining to the marked utilities.

You can either click the Save button or if you are ready
to respond for another utility type you can click on the
Save & Add another button.

Add Response for Ticket 10282-000-006

~  Utilty Type *

Requirsd

Response *

Comment

| © cancet | | Save & Add another | |

Add Response for Ticket 10282-000-006

Unly Tyze+
v SANITARY SEWER

10- CLEAR, NO FACILITIES WITHIN 15 FT OF THE EXCAVATOR DEFINED WORK AREA

30- MARKED, THE APPROXIMATE HORIZONTAL LOCATION OF UNDERGROUND FACILITIES WITHIN 15 FT
31 - MARKED WITH EXCEPTIONS, DO NOT DIG, HIGH PROFILE UTILITY IN CONFLICT; UTILITY OWNER WIL
51 - UNMARKED, DO NOT DIG, LOCATE TECHNICIAN COULD NOT GAIN ACCESS TO PROPERTY. PLEASE CA
52 - UNMARKED, DO NOT DIG, THE DIGSITE DESCRIFTION WAS INCOMPLETE OR UNCLEAR. CALL UDIGN
53 - UNMARKED, DO NOT DIG, INCORRECT ADDRESS INFORMATION. CALL UDIG NY AND FROVIDE CORR|
54- UNMARKED, DO NOT DIG, HIGH PROFILE UTILITY IN CONFLICT; UTILITY OWNER WILL ATTEMPT TO €
55 - UNMARKED. MARKING AND DIG DELAY REQUESTED. LOCATE TECHNICIAN HAS QR IS ATTEMPTING T
56 - UNMARKED. THE EXCAVATOR HAS PERFORMED THE EXCAVATION PRIOR TO THE LOCATOR'S ARRIVAL
61 - DESIGN CONFLICT, PLEASE SHARE DESIGN DRAWINGS WITH OUR ENGINEERING DEPT. UTILITY OWh

Add Response for Ticket 10282-000-006

Uiy Type *
~  SANITARY SEWER

P CLEAR. MO FACTLITIES WITHIN 15 FT GOF THE EXCAVATOR DEFTNED WORK AREA

#*CUSTOM FIELD*

~" Save & Add another ~" Save
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Utility Type

You will now see that a response has been entered for that utility type. You will need to repeat these steps for the remainder

of the utility types listed.

TOWN OF YORKTOWN ENGINEERING
TWN YORKTOWN ENG SAMITARY SEWER, WATER

10 - CLEAR, NO FACILITIES WITHIN 15 FT
OF THE EXCAVATOR DEFINED WORK

LOUISE KOBILIAK AREA

(914) 962-5722 x220

Date: 0F/20/2020 11:05 AM
Comment: CUSTOM FIELD

If you made a mistake or need to update your response
or comments you can click the green Add New text that is
located below your current response.

The same response window will open and you can then
enter your new response and/or comments. Click the
Save button once you are ready to submit. The updated
response will overwrite the original response.

The green view all text located below your response will
open the Responses for Ticket window. This is where

you can view all responses and events for that Location
Request.

The row that has the term Current as the event status,
is your current response for that Ticket number.

10 - CLEAR, NO FACILITIES WITHIN 15 FT
OF THE EXCAVATOR DEFINED WORK

AREA
Date: 07/20/2020 11:05 AM
Comment: CUSTOM FIELD

view all add new

Response

TOWN OF YORKTOWM ENGINEERING
Utilty Type

SANITARY SEWER

CLEAR, NO FACILITIES WITHIN 15 FT OF THE EXCAVATOR DEFINED WORK AREA

"CUSTOM FIELD"

& cancel " Save & Add anoth

Responses for Ticket 07170-134-027

¥ Show AN{Z) ) Current Oaly(2) ) No Resporse (1) B Shiw wwerns |1
Mo Response, TCOWN OF YORKTOW™N WATER.
Current EMNGINEERING
PTIREITTAT] T
Event, 07720200158 PM Version: 1) A Ticket wis created Complete on Channel O for ALTICE USA, CON-ED, NYSEG |
BREWSTER ELEC, TWH YORKTOWN ENG, WESTCHESTER CTY SWR
Current OF/Z0{202011R5 AM  TOWN OF YORKFOWN SANITARY SEWER T CLEAR, NGO Weth CUSTOM FELD

ENGINEERING FACILITIES WITHIN 15

e Y FT OF THE
EXCAVATOR DEFINED
WDRK AREA
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Utility Type

After you have successfully submitted your responses, go back to Response Due tab by clicking on the Dashboard
button under your name in the right-hand corner of the screen, to view and respond to other Location Requests.

If a delay response was entered or you only responded to some utility types, the Location Request with the delay or the
one(s) not having a response will remain in the Response Due Dashboard until all positive responses
are entered.

tatus: Complete

unction:  New
lotify By:  Parcel

Fas
as Responses Deliveries Revisions v Sfind by Ticket Nuro...
Utility Type(s) Contact Positive Response

CATV, FIBER

OF
ELECTRIC, GAS, GAS TRANSMISSION

ELECTRIC

If you only responded for one (1) of the two (2) utility types that needed a response, a copy of the ticket
that still needs a response will remain in the Response Due tab dashboard.

KRIS PHELPS =1
3 Tickess (®) My Service Areas Tickets Show Tickets with Response Due within: () 48 hours (8)-Show all
S_EWFCE' AF?B Tickets @ Filter oy Ticket Number reset . 25 = -
ﬁ_espgﬁse Due @ I 2 c . . i

Tickets on Map

All Responses
= TOWN OF
etk aad Eriatac i piss 44 clay 11/02/2022 10222-000- 1835 11/02/2022
el Regular WATER ; YORKTOWN YORKTOWN UDIE MY hew
OT:00 AM 096 BALDWIN RD enoneernG  TFO0AM
TOWH OF
SANITARY 11/02/2022 10282-000- 2066 ALLAN 11/02(2022
Regular o) YORKTOWN YORKTOWN ¥ UDIG NY New
SEWER 07:00 AM o0o7 AVE ENGINESRING 07-00 AM
; B TOWN OF p
Regular WATER é;'gs’fal‘ ;Gfmm} AZDVEE‘E o YORKTOWN YORKTOWN ;;‘g‘éﬁn UDIE NY Hew
: ENGINEERING ;
TOWN OF
11/02/2022 10282-000- i il YORKTOWN YORKTOWN Atjadjanz UDIG NY New
WATER 098 MIDLAND DR 07:00 AM
07-00 AM 008 ENGINEERING
TOWN OF
11
ﬁamm— i?gwa b YORKTOWN YORKTOWN 03'1?:{::(22 UDIG MY New
SAMITARY 11f02/2022 10282-000- ENGINEERING B
SEWER 07:00 AM 003
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How to Respond :: By Utility Type

You can view what responses have been entered by selecting one of the copies and going to the Responses tab.

To enter a response for those needing a response go to the Service Areas tab and click the green add new text.

07160-540-069 v1 Statu Complete ( u“
qent STEVE FOWLER Late
07/21/2020 12:09 AM Parcel
Ticket Text Service Areas Responses Heries Revisions 2 Find by Ti
(®) show Al {3) O Current Onky (2} O e Response (0} ¥ show events (4)
Status Date Service Area Utillty Type Response Entry Methed  Comments
Event. 07/16/2020 10:48 AM  Version: 0 A ticket was created Suspended on Channel WEB for ALTICE USA, CON-ED, NYSEG [ BREWSTER ELEC, TWN YORKTOWN ENG, BELL-VALHALLA | WSCHSTR
Event O7/16/2020 03:48 PM Version: 0 Ticket status was changed to complete by Pamela Glven,
07/17/202009:21 AM  TOWN OF YORKTOWN ENGINEERING SANITARY SEWER 10: CLEAR, NO FACILITIES WITHIN 15 FT OF THE  Web fEspandant: MIKE CARDUCCE
TS YEIRKTOWN § EXCAVATOR DEFINED WORK AREA
Currant 07/20/2020 10:23 AM  TOWN OF YORKTOWN ENGINEERING SANITARY SEWER 10: CLEAR, NO FACILITIES WITHIN 15 FT OF THE Web
P TERK T EXCAVATOR DEFINED WORK AREA
Current 07/20/2020 10:23 AM  TOWN OF YORKTOWN ENGINEERING WATER 30; MARKED, THE APPROXIMATE HORTZONTAL Wb
VRNTRANL TN LOCATION OF UNDERGROUND FACILITIES
WITHIN 15 FT OF THE EXCAVATOR DEFTNED WORK
AREA HAVE BEEN MARKED
Event 07/20/2020 05:00 PM Version: 0 Positive Response Status sent to £ bers have respended,
Event. 07/21/202012:09 AM  Version: 1 4 Late ticket was created due to responses not received by 3 Service Areas.

ichiet Number
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How to Respond to Automated Positive Response (APR)

How to Respond :: By Utility Type

The second way to respond to a location request is by using the three-dot menu. We recommend using the three-dot
menu if there is enough information provided to assist with making a decision on your response, as if it the most efficient

way to add a response.

You will see the summary information for the ticket based on the column heading on your dashboard.

These include:

m  Ticket Number m  Place
m  Street m  Company
m  Utility Type
F‘;ESI:'CHSE
Curren Due Date Ticket = Work Start Company Ticket
o Ticket Type Utility Type Response + Number Street Place Service Area Date Name Function
TOWMN OF
SAMITARY 11f02f2022 10282-000- 2076 DEFOE 11/02f2022
Regular YORKTOWM YORKTOWM UDIG MY Mlew
9 SEWER 07:00 AM (=] T ENGINEERING 07:00 AM
SANITARY 11f02f2022 10282-000- 2072 TOWN OF 11/02/2022
Regular X YORKTOWM YORKTOWM UDIG MY Mew
SEWER 0700 AM 008 MIDLAMD DR ENGIMEERING 07:00 AR
If you select the three-dot menu and click on the SANITARY
Add Response option, the response window will open. i Regular ZEwWER
The same information is needed to enter a response: View Ticket
m Code TTARY
SEWER
= Comments E Add Response
Do not forget to click the Save button at the bottom of the E View Responses SE‘E,'J, ITE;' R
response window.

Add Response for Ticket 11062-000-002

- SANITARY SEWER

Respanse ¥

Comment
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How to Respond :: By Utility Type

To refresh the Response Due tab dashboard, just click the
Response Due tab again and your ticket you responded to
will clear out.

Please remember that for any Location Request in which a
delay response was entered, or if a utility type is missing a
response, a copy of that respective Location Request will
remain in your dashboard.

To view the responses that have been entered on a location
request, select the three-dot menu and then click the

View Responses option. This will open the Responses

for Ticket window.

Once the window opens, select the Show All Responses
and Ticket Events radio button at the top of the window.
This option will show you all responses entered, and which
needs responses.

You can repeat entering responses steps to update the
response and respond for other utility types that are due.

Once you have entered all responses and/or updated a
response, select the Response Due tab to refresh the
dashboard. You will also notice that the Green Bubble
count has updated showing you how many location
requests need positive responses.

Service Area Tickets o Filter by Ticket Number

Response Due @ _E

Due

All Responses TicketType  Utility Type
*Tickets created in past 14 day

fequl SANITARY 11f02/2022 10282-000-
=Ll SEWER 07:00 &M 002
el SANITARY 11f02/2022 10282-000-
B SEWER 07:00 AM o7
Regular WATER ‘\D;IGUDZF:'E‘H ;gsz-ouc—
Reqular WATER: 11f02f2022 10282-000-
R | SAMITARY 11022022
iegular
g SEWER 07:00 AM
View Ticket
SAMITARY 11f02/2022
SEWER 07:00 AM
E Add Response
- 11f02/2022
E EW RESDONSES WATER Jrz\'lr
07:00 AM
& Print Text
ViATER 11/02/z2022
07:00 AM
Responses for Ticket 07160-500-044
=, ,
€ Currentihiass Recert Resp wach wsl (® Show all Responses and Ticket Events
i & Shaw All {21 () Curranc Daly (2) {3 Mo Respenis (1
Satis Dat Senica Asa Uiy Tyng Resparse EntryMathod  Comments
No Response, TOMN OF YORKTOWN . WATER
Current ENGINEERING
Event o 62020 12:34 PM Version O A tickint was created Complets an Channed WEB for ALTICE USA, CON-ED, NYSEG !
EREWSTER ELEC, TWiN YORKTOWN ENG, BELLAMIHALLA | WSCHSTR
Currenz 07/1E/2020 02:35 PM TOWM OF YORKTOWN SANITARY SEWER 1k CLEAR, ND Web o MIKE
ENGINEERING FACILITIES WITHIN 15 CARBUICC]
YL YO I FTOF THE
EXCAMATOR DEFTNED
WORK AREA
Mo Response Pasted - Extavator must check jab site for marks Ticket Entry Event & Done

Service Area Tickets o Filter oy Ticke: Number

Response Due @

All Responses Ik Type Utiy Type

R SAMITARY 11/02/z022 102!
SEWER 07-00 AM 008

Regular WATER ;;ﬁ;f;ﬂ ;g
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Positive Response Contacts Responsibilities & Tips

Positive Response Contact Responsibilities

All Members must respond to all tickets their Service Areas(s) receives through the One-Call Notification System.
Enter the Response Status prior to the state date and time listed on the Location Request.

If there is more than one department, collect all responses from the departments and provide one
response to the APR system.

When entering response codes on the web, comments can be entered. Please keep in mind excavators
may not see or hear the comment if they use the phone to retrieve their responses.

If a response code is changed, the member is responsible to contact the excavator directly and make
them aware of the change.

If a delay code such code 54 or code 55 is used, the members must contact the excavator directly to
make arrangements. Then, the member must respond back into the system with a clear or marked response.

We encourage our users to not share usernames and passwords.

Members are responsible to monitor their tickets daily to make sure they receive and respond to
all tickets on time.
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Positive Response Contacts Responsibilities & Tips

Tips on Avoiding Late Tickets

120

Respond prior to the start date and time listed on the ticket. Time is a factor when responding. If the time is listed
as 7:00 a.m., the response needs to be entered before 7:00 a.m.

Members are responsible to respond to all tickets they receive, even if the ticket is not in your Service Area or
you are not affected. If you receive a lot of tickets from outside your Service Area, you may want to update your
Service Area Map. Please complete a support form if you need Member—Mapping Role & Permissions by
visiting My.UDigNY.org and clicking on Exactix Member Support.

Respond to your own tickets. If you requested the mark out, you must still enter a response.

Respond by phone if your Internet is down or you are in an area where there is no Internet. A phone option
is always available at 1-888-DIGGERS. Call the UDig NY Contact Center if it is after hours to get

your Positive Response ID number at 811 or (800) 962-7962, or complete a support form request and a
person from the Member Services team will follow up with you during the next business day.
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Positive Response Contacts Responsibilities & Tips

What can the UDig NY Member Services Team assist you with

m  The Member Manager & Service Area Manager can request to add additional contacts by submitting a support
form at My.UDigNY.org Exactix Member Support. If you are not the Member Manager or Service Area
Manager, Member Support will follow up with the manager to get authorization to add additional contacts.

m Clarification on the different response codes.

m  Provide Service Area Positive Response ID’s for the IVR (phone) system [1-888-DIGGERS].
m Update changes to your membership (remove or add contacts, change office hours).

m Make changes to the way a member receives their requests.

® Add an End-of-Day Audit to your current delivery email. These audits will be sent each morning and will
list the tickets that need a response by 7a.m. the following day (this is a free service).

For more information about code rule NYCRR Part 753 can be found
on our website My.UDigNY.org
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