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How To Access SC811 Exactix 

Step One. Go to SC811.com and select ‘Request a Locate’ in the top right-hand corner. 

 

Step Two. The user will be redirected to the Exactix Website where they will enter their user 

information to sign into the system. 

 

The user will know they have successfully logged into the system when the screen changes to display a 

menu on the left side, allowing them to navigate the Exactix website

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Ticket Types 

Normal- This is the most used locate notice when excavation work is taking place. South Carolina state 

law requires a 3 full working day notice excluding the day the notice is entered, weekends, and 

holidays to respond. It may be scheduled up to 12 full working days in advance. 

 

Design- This type of notice is a non-excavation notice and does not cover any excavation work. 

Regarding a Design notice, South Carolina state law requires a 15 full working day notice excluding the 

day the notice is entered, weekends, and holidays to respond. A normal locate notice must be called in 

before any excavation work takes place. If there will be any “Driving stakes or breaking ground, then a 

normal notice will need to be processed.  

 

Subaqueous- This type of notice is used when the excavation work taking place is under a body of water, 

including rivers, streams, lakes, waterways, swamps, and bogs.  South Carolina state law requires a 10 

full working day notice excluding the day the notice is entered, weekends, and holidays to respond. 

 

Secondary Actions 

A Secondary Action (Ticket Function) is used when an action is required on an existing locate notice. 

When a Secondary Action (Ticket Function) is processed, a "History" record is created, linking the 

original locate notice to the new action. Actions such as Additional Info, Cancel, No Show, Resend, 

Remark, and Update are all considered Secondary Actions (Ticket Functions). These can be processed by 

anyone within the company that originally requested the locate notice or by a subcontractor noted on the 

locate notice. 

 

 

 

The ‘Additional Info’ function is used for adding a note or comment that does not change any of the 

pertinent information on the locate notice. For example, adding directions to the job site, changing site 

contact information, dogs on site, etc. 

 

 

The ‘No Show’ function is used when a locate notice does not have a response within the required 

timeframe. The member operators have 3 hours to respond from the time a ‘No Show’ is processed.  A' 

No Show' can be processed if a member operator has responded with ‘No Conflict’ or ‘Not in the Area of 

Excavation’ and there are indicators of underground facilities such as a pedestal or transformer.  Other 

codes that a ‘No Show’ can be processed on are Codes 30, 31, 40, 50, 60, 80, 90, 110 and 122. The list of 

codes and their meaning can be found on page 98. 

 

 



 

The ‘Remark’ function is used when the markings have been destroyed by weather, fading or someone 

other than the original excavator has destroyed the marks. Member Operators have 3 full working days to 

respond to a remark notice. The system recalculates the new work date and time, as well as the new 

update and expiration dates. A remark notice can be processed at any time in the life of the locate notice. 

A remark notice is the only ticket function that will give the user a new ticket number. 

 

 
 

The ‘Resend’ function is used when a locate notice has a positive response code of 'marked,' but the 

excavator does not see any markings. The notice can be resent if the area was not marked correctly or 

completely. 

 

The ‘Update’ function is used when an existing notice needs to be extended for more excavation time. 

This action will re-calculate a new 3 full working day notice and extend the notice for an additional 15 

working days. Should any information change when updating the notice, a new normal notice will have to 

be created. Member Operators are not required to refresh lines on an ‘Update’ function. The responses 

from the original notice will carry over to the ‘Update’. 

 

 

The ‘Cancel’ function is used when pertinent information has been changed on an existing locate notice 

or the job has been canceled. All Member Operators from the original notice are notified of a cancellation 

notice. Cancellations can be processed at any time within the 15 full working days.   

 

 

  



Ticket Versions 

 

In Exactix when a primary locate notice is created it is given a locate notice number which has a “v0” 

behind it. The “v0” stands for “Version 0”. 

 

Each time a Secondary Action (Ticket Function) is created, the locate notice number will remain the 

same, and a new ‘Version Number’ will be added.  

The only action that will give a new ticket number is a Remark. 

For example, if a Resend locate notice needs to be processed for ticket number 2111090149, after 

processing the Resend locate notice the screen will display “2111090149 v1”. 

 

History of the Locate Notice 

The History of a Locate Notice shows the user all actions that have been taken on a locate notice after the 

initial creation. To view the history of a locate notice the user will first need to open the locate notice and 

select the ‘Revisions’ tab. 

 



After selecting the ‘Revisions’ tab the user will be able to see the history of the locate notice. 

 



List of Open and Closed Codes 

 

 

 

  



Entering Positive Response on a Single Notice 

Step One. The user will navigate to their Tickets Dashboard by clicking ‘Tickets’ on the left-hand side of 

the screen. 

 

Step Two. On the ‘Ticket Dashboard’ screen, the user should click ‘My Service Areas Tickets’ at the top 

of the page. 

 

Step Three. The user can then select the 3 dots to the left of the ticket and click ‘Add Response’. 

 



Or the user can double-click the ticket to open it and click the ‘Responses’ tab and click ‘Add New’ next 

to their member code. 

 

Step Four. The ‘Add Response’ pop-up box will then appear, and the user must fill out all the required 

fields. The user can also add a public URL to the response for the excavator to view. The URL must be 

publicly accessible and does not require a sign in. 

 

  



Step Five. After entering all the required fields, the user will select ‘Save’. 

 

Step Six. After the user has selected save, their response will be added to the ticket including the public 

URL if one was included. 

 

If the user has more than one facility type, such as water and sewer, they must enter a response for 

each facility type. If the user cannot enter a Positive Response, please contact the Help Desk at 

support@sc811.com to have your account configured correctly. 

  



Entering Positive Responses on Multiple Notices 

Step One. On the ‘Ticket Dashboard’ screen, the user should click ‘My Service Areas Tickets’ at the top 

of the page. 

 

Step Two. On the ‘My Service Areas Tickets’ screen, select the checkbox next to the ticket numbers you 

want to add a response and select the ‘Add Response’ icon. The ‘Add Response’ icon is the little 

comment bubble with the plus sign inside of it. 

 

Step Three. On the ‘Add Response for multiple Tickets’ screen, add your response and select ‘Save’. If 

you have to add another response to another utility type, then ‘Save & Add another’ option. 

 



How to Create a ‘Configured List’: 

Configured lists and views can be created to display locate notices with fields arranged in an order that 

helps you research or analyze them. 

Step One. Click the ‘List’ button at the top left of the ‘Ticket Dashboard’ screen.  

 

Step Two. On the ‘Ticket Search’ screen, open the drop-down menu under ‘View’. 

 

Step 3. From the drop-down menu under ‘View’, select ‘Configure’ at the bottom of the list. 

  



Step Four. The ‘Column Chooser’ screen will appear to the right of the screen. Select ‘Create/Copy’. 

You can either choose to copy an existing view within the system or create a new view by selecting ‘New 

Empty View’.  

  

Step Five. After choosing the view you wish to create, rename the list as desired. Then, select ‘Add a 

column’.  

 



Step Six. Choose the column(s) you want to add by selecting them from the options provided.  

 

Step Seven. In the example below, ‘Office Zip Code’ was chosen. Finally, select ‘Save & View’. This 

will save the information for future use. 

 

Ticket Research View  

The Ticket Research View feature allows users to easily locate and analyze tickets using an interactive 

map. This streamlined process makes ticket and management more efficient.  

How to Access the Ticket Research View 

Step One. Click the ‘List’ button at the top left of the ‘Ticket Dashboard’ screen.  

 



Step Two. On the ‘Ticket Search’ screen, select the ‘Globe’ icon located above the ticket list. 

 

Step Three. Clicking the ‘Globe’ icon will switch to the map view, displaying all tickets as pinpoints on 

the interactive map. 

 

Step Four. Zoom in on any area of the map and the ticket list will automatically update to display only 

the relevant entries of that specific area. 

 



Step Five. If you would like to view tickets near your current location, select the ‘Current Location’ 

button above the interactive map. 

 

Damage Report 

Step One. To submit a Damage Report, the user will select ‘Damage Reports’ on the menu located on the 

left-hand side of the screen. 

 



Step Two.  After selecting ‘Damage Reports’, the user will select ‘New’ in the top right corner of the 

screen. 

 
Step Three. Once the user has selected ‘New’, the Damage Report form will appear. The user must fill 

out the Work Site Information and Damage Information. 

 

Work Information Section 

The ‘Work Type’ field is for the type of work that was being done when the damage occurred. If the user 

reporting the damage is unsure of the type of work that was taking place, or it is not listed, select ‘Other, 

See Remarks (Damage Report)’. At the bottom of the form the user will put the work type information 

into the ‘Remarks’ section. 

 



The ‘Who was doing the work?’ field is for the name of the person or company that was doing the work 

when the damage occurred. If the user reporting the damage is unsure of this information “unknown” can 

be entered into this field. 

 

The ‘Date and Time of Event or Discovery’ field is for the date and time the damage occurred or the date 

and time the damage was discovered. The date can only be pushed back for 30 days. 

 

 

The ‘Location of the Damage’ field is for the location where the actual damage is located. 

 

The ‘Nearest Intersecting Street’ field is for the name of the road that intersects closest to the area the 

damage occurred. 

 

Damage Information 

The ‘Who is providing the information?’ field is for the type of person who is providing the information 

about the damage. 

 

  



The ‘Type of Right of Way where the event occurred?’ field is for the type of right of way that the 

damage is located.  

 

The ‘What type of facility operation was affected?’ field is for the type of operation that was damaged. 

 

The ‘What type of facility was affected?’ field is for the type of facility that was affected when the 

damage occurred. 

 

The ‘Was the facility owner a member of SC811?’ field is to distinguish whether the facility owner is a 

Member Operator or not. 

 

The ‘Locate Notice Number’ field is for the locate notice number that is associated with the damage. 

 

The ‘Type of Excavator’ field is for the type of excavator that did the damage. 

 

The ‘Type of Equipment Used’ field is for the type of equipment that was used when the damage took 

place. If the user is unsure of the type of equipment that was used, select ‘Other’ and enter this 

information as being unknown into the ‘Remarks’ field. 

 

  



The ‘Did this cause service outage?’ field is to indicate if the damage caused an outage to a utility service. 

 

The ‘Root Cause’ field is the root cause behind the damage. 

 

The ‘Remarks’ field is for any additional remarks that need to be added to the Damage Record. For 

example: “Equipment used when damage occurred is unknown”. 

 

  



Profile Verification 

Users with the profile verification role in Exactix must verify their Membership information including 

contacts, holiday schedules, delivery rules, and more via Exactix. Notifications will be sent via email and 

displayed on the Exactix home screen. SC811 may contact the user if there are any questions regarding 

the changes. 

 

 

How to Complete Profile Verification 

Step One. Select the notification on the Exactix home screen to begin the verification process. 

 



Step Two. On the ‘Verify Profile’ screen, review the information. If the details on the screen are 

correct, check the box in the ‘Feedback’ section.  

 

Step Three. If there are inaccuracies, provide the correct information in the ‘Requested Changes’ 

field. After completing the ‘Feedback’ section, click the ‘Next’ button to review each section. Once all 

sections have been reviewed, select ‘Submit’. 

 

  



Step Four. A ‘Warning’ message will appear, indicating that the verification will be submitted to the One 

Call Center for review. Select ‘Submit’ again. 

 

Step Five. The profile has now been submitted for review. 

 

Modifying Service Area 

Modifying Service Areas refers to the process of changing, adjusting, or expanding the geographical 

locations of underground infrastructure through Exactix. A user can modify their service area in several 

ways, including starting from the latest version of the registration map, an empty registration map, or by 

importing a shapefile. The example below shows steps on how to modify a service area manually. 

How to Modify Service Areas 

Step One. Select ‘Service Areas’ on the left-hand side menu. 

 

  



Step Two. Double-click on the service area code needing to be modified. 

 

Step Three. Select the last tab titled ‘Registrations’. 

 

Step Four. On the ‘Registrations’ screen, select the ‘add’ button. 

 

  



Step Five. The ‘Registration’ pop-up box provides several options for updating the service area, such as 

starting from the latest versions of the registration map, an empty registration map, or importing a shape 

file. 

 

Step Six. If starting from a previous version of the registration map, click ‘Save’. 

 

Step Seven. The incomplete version in progress will now appear on the registration page. Select ‘View 

Map’. 

 

  



Seven Eight. The current registration will be shown as a high-level overview. Zoom in closer on the map 

to view more details and to enable the drawing tools. 

 

Step Nine. Select the tool that best fits the area to be added. To start drawing, click once at the starting 

point. 

 

  



Step Ten. Double-click to end the drawing and click the (+) symbol at the bottom of the toolbar. 

 

Step Eleven. Click ‘Save changes’ to save the new area(s) that were drawn. 

 

  



Step Twelve. Select ‘Complete’ above the map and then again on the pop-up menu. 

 

 

  



The changes will then be sent to a queue for a South Carolina 811 representative to approve the changes. 

 

 

 

  



Member Reports 

All PR Responses Entered Per Service Area: This report allows the Member Operator to view 

all Positive Response entered for their service area. The user can set the parameters by date range 

and response code. 

 

Billable Ticket Volume by Service Area: This report allows the Member Operator to view the 

total number of their billable transmissions. The user can set the parameters by year and the 

report will be broken down by months and give the total number by the year.  

 

List of Tickets Suppressed by Custom Buffer: This report allows the Member Operator to view 

all tickets where their Member code was automatically suppressed due to the custom buffer 

being applied. The user can customize the report parameters to view their service area(s) within a 

selected date range. 

 

 



Manual Member Add Report: This report allows the Member Operator to view all tickets where 

their Member code was manually added to a ticket. The user can customize the report parameters 

to view their service area(s) within a selected date range and tickets more than 1 mile. 

 

Member Never Response Tickets: This report allows the Member Operator to view all tickets where 

no response has been added by the Member during the life of the ticket. The user can customize the report 

parameters to view their service area(s) within a selected date range. 

 

Member Report Card: The Member Report Card allows the Member Operator to review their 

company’s performance in responding to notices with open and closed codes, meeting response 

due dates, and failing to respond to notices. The user can set the parameters by date range, ticket 

type and to exclude Code 60. 

 



Service Area Responses by Response Code: This report allows the Member Operator to view the 

total number of responses based on the Positive Response code entered. The user can customize 

the report parameters to their specific service areas within a selected date range. 

 

Service Area Deliveries by Ticket Type/Function: This report allows the Member Operator to 

view the total number of tickets based on Ticket Types and Ticket Functions. The user can 

customize the report parameters to a selected date range. 

 

Summary of Tickets Suppressed by Custom Buffer: This report allows the Member Operator to 

view the total number and percentage of notices that have been suppressed due to the custom 

buffer being applied. The user can set the parameters by date range. 

 

  



Ticket Report with Bounding Box: This report allows the Member Operator to view GIS Data 

for their service area. The dig site bound is the area that surrounds the buffer. This report also 

provides the user with two sets of coordinates. The user can customize the report parameters 

within a selected date range for their service area. 

 

Tickets per Service Area by Ticket Function: This report allows the Member Operator to view 

the total number of notices by different ticket functions. The user can customize the report 

parameters to their specific service areas within a selected date range. 

 

  



Steps to Creating a Report to be Scheduled: 

Both Excavator and Member Reports are allowed to be scheduled to run automatically and 

emailed to the user.   

 

Step One: The user must go to ‘Reports’ and select the report that they would like to schedule. 

 

Step Two: Once the user is on the screen of the report that they would like to schedule, click 

‘Create my Schedule’ button located on the right side of the screen. 

 

  



Step Three: After the user has clicked the ‘Create my Schedule’ button located on the right side 

of the screen, the schedule pop-up screen will appear. On this screen the user will select the 

‘Report Parameters’ and the ‘Options’ of how they would like to receive the report. 

 

Step Four: Once the user has selected their ‘Report Parameters’ and the ‘Options’ of how they 

would like to receive the report, they will select the ‘Schedule’ button located at the bottom right 

corner of the pop-up screen. 

 



To edit the current schedule, the user can select the ‘Edit my Schedule’ button on the screen's 

right side. 

 

 

 

How to Update Member Information: 

Coming soon. 

 

 


