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How To Access Exactix: 
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1. Go to SC811.com and click ÔÈÅ Ȱ2ÅÑÕÅÓÔ Á ,ÏÃÁÔÅȱ button in the top right-hand corner or 

navigate to https://exactix.sc811.com/  in your browser. 

 

2. 9ÏÕȭÌÌ ÂÅ ÔÁËÅÎ ÔÏ ÔÈÅ %ØÁÃÔÉØ ×ÅÂÓÉÔÅȟ ×ÈÅÒÅ ÙÏÕ ÃÁÎ ÅÎÔÅÒ ÙÏÕÒ ÕÓÅÒ ÉÎÆÏÒÍÁÔÉÏÎ ÔÏ 

sign in. If you plan to use the system frequently, consider bookmarking this page for 

quick access in the future. 

 

https://exactix.sc811.com/
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3. If you do not already have an account, please click on ȬNo account? Sign upȭ 

 

4. Fill in the required information in the new user registration form to create your account. 
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Entering a Locate Notice in Exactix  
This section walks you through the process from start to finish, providing a clear overview 

of how to enter a locate notice. The manual also breaks down each section in greater detail, 

so you can confidently handle different scenarios when submitting various types of locate 

notices. 

 

Once you have logged in successfully, you will be taken to the home screen, located on the   

left side of the screen is a menu. This allows you to navigate the different areas of Exactix. 

 

 

To enter a locate notice, ÇÏ ÔÏ ÔÈÅ ÌÅÆÔ ÓÉÄÅ ÏÆ ÔÈÅ ÓÃÒÅÅÎ ÁÎÄ ÓÅÌÅÃÔ ÔÈÅ ȬTicketsȭ option. 
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4ÈÉÓ ×ÉÌÌ ÔÁËÅ ÙÏÕ ÔÏ ÔÈÅ Ȭ4ÉÃËÅÔÓȭ ÓÃÒÅÅÎȢ  3ÅÌÅÃÔ ÔÈÅ ȬNewȭ ÏÐÔÉÏÎ ÉÎ ÔÈÅ ÔÏÐ ÒÉÇÈÔ-hand 

corner of the screen. 

7ÈÅÎ ÓÅÌÅÃÔÉÎÇ Ȭ.Å×ȭȟ ÔÈÅ ÓÃÒÅÅÎ ×ÉÌÌ Ïpen to enter a locate notice. 
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4ÈÅ Ȭ#ÁÌÌÅÒ %ÍÁÉÌȭ ÆÉÅÌÄ ÉÓ ÕÓÅÄ ÆÏÒ ÙÏÕÒ ÅÍÁÉÌ ÁÄÄÒÅÓÓ, which should auto-populate for 

you. 

 

4ÈÅ Ȭ3ÉÔÅ #ÏÎÔÁÃÔȭ section is used to provide the name of the person locators can contact 

regarding the locate notice. A name and phone number are required, however, an email 

address is optional.  

 

If you will be ÔÈÅ ÓÉÔÅ ÃÏÎÔÁÃÔȟ ÔÈÅ Ȭ3ÁÍÅ ÁÓ ÃÁÌÌÅÒȭ ÂÏØ ÃÁÎ ÂÅ ÃÈÅÃËÅÄ ÔÏ ÁÕÔÏÆÉÌÌ ÔÈÅ 

information. If the site contact does not appear in the drop-ÄÏ×Î ÍÅÎÕȟ ÓÅÌÅÃÔ ȬCreate 

New #ÏÎÔÁÃÔȭ. 
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Work Information Section  
 

Excavation Equipment: Select the type(s) of equipment that will be used on the job site 

ÕÓÉÎÇ ÔÈÅ Ȭ%ØÃÁÖÁÔÉÏÎ %ÑÕÉÐÍÅÎÔ 5ÓÅÄȭ ÄÒÏÐ ÄÏ×Î ÂÏØȢ 

 

)Æ Ȭ"ÏÒÉÎÇ ÁÎÄȾÏÒ $ÒÉÌÌÉÎÇȭ ÉÓ ÓÅÌÅÃÔÅÄ ÁÎ ÁÄÄÉÔÉÏÎÁÌ ÂÏØ Ȭ$ÒÉÌÌÉÎÇȾ"ÏÒÉÎÇ $ÉÒÅÃÔÉÏÎȭ ×ÉÌÌ 

appear and the user must then select either Horizontal or Vertical. 
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Ȭ/ÔÈÅÒȭ ÃÁÎ ÂÅ ÓÅÌÅÃÔÅÄ ÉÆ ÔÈÅ ÅÑÕÉÐÍÅÎÔ ÙÏÕ ÁÒÅ ÕÓÉÎÇ ÉÓ ÎÏÔ ÌÉÓÔÅÄȢ 9ÏÕ ÃÁÎ ÍÁÎÕÁÌÌÙ 

add the equipment by typing in the ȬÄÅÓÃÒÉÐÔÉÏÎ ÂÏØȭ field.  

 

5ÓÅ ÔÈÅ ȬService Typeȭ ÆÉÅÌÄ ÔÏ ÉÎÄÉÃÁÔÅ ÔÈÅ ÔÙÐÅ ÏÆ ×ÏÒË ÂÅÉÎÇ ÐÅÒÆÏÒÍÅÄ ÁÔ ÔÈÅ ÊÏÂ ÓÉÔÅȢ 

Choose the option from the drop-down menu that best matches the activity. 

 

 

5ÓÅ ÔÈÅ Ȭ7ÈÁÔ 4ÙÐÅ ÏÆ 7ÏÒËȭ field to choose the specific work being done at the job site. 

4ÈÉÓ ×ÏÒËÓ ÔÏÇÅÔÈÅÒ ×ÉÔÈ ÔÈÅ Ȭ3ÅÒÖÉÃÅ 4ÙÐÅȭɂÆÏÒ ÅØÁÍÐÌÅȟ Ȭ)ÎÓÔÁÌÌȾ.Å×ȭ ÐÌÕÓ Ȭ&ÅÎÃÅȭ ÍÅÁÎÓ 

a new fence is being installed. 
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If the type of work you will be performing is not showing in our list, please choose Ȭother 

work type ȭ and manually type the work being performed in ÔÈÅ Ȭ$ÅÓÃÒÉÐÔÉÏÎȭ ÆÉÅÌÄ.

 

 

 

 

 

 

 

 

 

 



12 | P a g e 
Return to Table of Content 

Company Doing Work Field  
IÎ ÔÈÅ Ȭ#ÏÍÐÁÎÙ $ÏÉÎÇ 7ÏÒËȭ ÆÉÅÌÄȟ ÅÎÔÅÒ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ ÃÏÍÐÁÎÙ ÐÅÒÆÏÒÍÉÎÇ ÔÈÅ 

excavation at the job site. Please include only one company or individual. 

If a person is performing the work, enter their first and last name in this field. If you are 

performing the work yourself, enter your own first and last name.  

$Ï ÎÏÔ ÕÓÅ ÇÅÎÅÒÉÃ ÔÅÒÍÓ ÓÕÃÈ ÁÓ ȰÈÏÍÅÏ×ÎÅÒȟȱ ȰÓÅÌÆȟȱ ÏÒ Á ÓÉÎÇÌÅ ÆÉÒÓÔ ÏÒ ÌÁÓÔ ÎÁÍÅȢ 

 

 

 

Done For  
4ÈÅ Ȭ$ÏÎÅ &ÏÒȭȱ ÆÉÅÌÄ is for the name of the company or person the excavator is doing work 

ÆÏÒȢ )Æ ÙÏÕ ÁÒÅ ÎÏÔ ÐÅÒÆÏÒÍÉÎÇ ×ÏÒË ÆÏÒ ÁÎÙÏÎÅ ÅÌÓÅȟ ÙÏÕÒ ÎÁÍÅ ÍÁÙ ÂÅ ÌÉÓÔÅÄ ÉÎ ÔÈÅ Ȭ$ÏÎÅ 

&ÏÒȭ ÆÉÅÌÄȢ 4ÈÅÒÅ ÉÓ Á ÍÅÎÕ ÔÈÁÔ ÁÕÔÏ-populates when clicking or typing into the Ȭ$ÏÎÅ &ÏÒȭ 

field. It is not required that the company/person is selected from this list; it can be manually 

typed. 
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4ÈÅ ȰDuration ȱ ÓÅÃÔÉÏÎ ÉÎÄÉÃÁÔÅÓ ÈÏ× ÌÏÎÇ ÔÈÅ ÅØÃÁÖÁÔÉÏÎ ×ÏÒË ×ÉÌÌ ÔÁËÅȢ 

You will enter a number between 1 and 99, then select the unit of time (such as Hours, Days, 

Weeks, or Years). Both the number and the unit are required. 

4ÏÇÅÔÈÅÒȟ ÔÈÅÓÅ ÆÉÅÌÄÓ ÄÅÆÉÎÅ ÔÈÅ ÔÏÔÁÌ ÄÕÒÁÔÉÏÎȢ &ÏÒ ÅØÁÍÐÌÅȟ ÅÎÔÅÒÉÎÇ Ȱρπȱ ÁÎÄ ÓÅÌÅÃÔÉÎÇ 

Ȱ$ÁÙÓȱ ÍÅÁÎÓ your work will last 10 days. 
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Premark  

 Check the Premarked box when your job site has been marked with paint, stakes, or 

flags to indicate where excavation work will take place. When this box is checked, two 

additional fields will appear.  

 

1. What is the area premarked with?  

Choose at least one premarking type from the options provided. If what you used to 

ÐÒÅÍÁÒË ÔÈÅ ÁÒÅÁ ÉÓÎȭÔ ÌÉÓÔÅÄȟ ÓÅÌÅÃÔ Ȭ/ÔÈÅÒȭ ÁÎÄ ÅÎÔÅÒ ÔÈÅ ÔÙÐÅ ÉÎ ÔÈÅ ÔÅØÔ ÂÏØ ÔÈÁÔ 

appears. 
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2. When facing the property from the road, where are the premarks located?   

Specify the location of the premarks by selecting from the available options: Front, Right 

side, Left side, Rear, or Other.   

 

)Æ ÙÏÕ ÈÁÖÅ ÐÒÅÍÁÒËÅÄ ÁÎ ÁÒÅÁ ÔÈÁÔ ÉÓ ÎÏÔ ÌÉÓÔÅÄȟ ÓÅÌÅÃÔ Ȱ/ÔÈÅÒȢȱ ! ÔÅØÔ ÆÉÅÌÄ ×ÉÌÌ ÔÈÅÎ ÁÐÐÅÁÒ 

where you can enter the specific location of the premarks. 

 

When providing directions (such as front, left, right, or rear), base them on the 

perspective of standing on the street in front of the address, facing the property.  

 

%ÎÔÅÒ ÔÈÅ ÓÕÂÄÉÖÉÓÉÏÎ ÎÁÍÅ ÉÆ ÔÈÅ ÊÏÂ ÓÉÔÅ ÉÓ ÉÎ Á ÒÅÓÉÄÅÎÔÉÁÌ ÓÕÂÄÉÖÉÓÉÏÎȢ )Æ ÉÔȭÓ ÎÏÔ ÏÒ ÔÈÅ 

ÎÁÍÅ ÉÓ ÕÎËÎÏ×Îȟ ÌÅÁÖÅ ÉÔ ÂÌÁÎËȢ &ÏÒ ÎÅ× ÓÕÂÄÉÖÉÓÉÏÎÓ ÎÏÔ ÏÎ ψρρ ÍÁÐÓȟ ÃÈÅÃË ÔÈÅ ȬNew 

Subdivisionȭ ÂÏØȢ 
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The 'Job ID' field is used when there is a work order or other reference number 

associated with the job. This field is optional and can be left blank if there is no 'Job ID'. 

 

Dates & Ticket Type  
In the Ȭ4ÉÃËÅÔ 4ÙÐÅȭ field the system will default the type of locate notice to a Ȭ.ÏÒÍÁÌȭ 

locate notice. This is the most commonly used locate notice when excavation work is taking 

place. South Carolina sÔÁÔÅ ÌÁ× ÒÅÑÕÉÒÅÓ Á ÍÉÎÉÍÕÍ ÏÆ ÔÈÒÅÅ ÆÕÌÌ ×ÏÒËÉÎÇ ÄÁÙÓȭ ÎÏÔÉÃÅɂ

excluding the day the notice is entered, weekends, and holidaysɂfor Member Operators to 

respond. 

Notices may be scheduled up to 12 full working days in advance using the advanced 

ÓÃÈÅÄÕÌÉÎÇ ÆÕÎÃÔÉÏÎȢ 7ÈÅÎ ÕÓÉÎÇ ÔÈÉÓ ÏÐÔÉÏÎȟ ÉÎÃÌÕÄÅ Á ÎÏÔÅ ÉÎ ÔÈÅ Ȭ)ÎÓÔÒÕÃÔÉÏÎÓȭ ÓÅÃÔÉÏÎ 

indicating the adjusted notice timeframe and the scheduled start date of excavation. 

4ÈÅ ÄÁÔÅ ÉÎ ÔÈÅ Ȱ7ÏÒË $ÁÔÅȱ ÆÉÅÌÄ ÍÁÙ ÂÅ ÁÄÊÕÓÔÅÄ ÁÓ ÎÅÅÄÅÄȠ ÈÏ×ÅÖÅÒȟ ÔÈÅ ÔÉÍÅ ÏÆ ρρȡυω 

PM should not be changed. The Work Date represents the date member operators have until 

11:59 PM to complete their locates. 

For example, if 5/25 is entered as the Work Date, member operators have until 11:59 PM on 

5/25 to complete the locate request. This means the area may not be marked by the 

morning of 5/25 if excavation is planned to begin earlier that day. 

When selecting a Work Date, be sure to allow enough time for all locates to be completed 

before excavation begins. 

Please also be advised that making a notation requesting the area to be marked asap 

or before the 3 full working days' notice is against SC811 guidelines.  
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4ÈÅ Ȭ7ÏÒË $ÁÔÅ ÁÎÄ 4ÉÍÅȭ ÆÉÅÌÄ ÉÎÄÉÃÁÔÅÓ ×ÈÅÎ -ÅÍÂÅÒ /ÐÅÒÁÔÏÒÓ ÍÕÓÔ ÒÅÓÐÏÎÄ ÔÏ ÔÈÅ 

locate notice. It excludes the day the notice is entered, weekends, and holidays, and allows a 

full working day (until 11:59 PM) for response. 
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The expiration date is the 15th working day on the locate notice. It is the last date which 

a notice can be extended if work will not be completed by the 15th working day. 

 

 
 

Site Information Section  
4ÈÅ Ȭ$ÉÇ 3ÉÔÅ 4ÙÐÅȭ ÆÉÅÌÄ ÉÓ ÕÓÅÄ ÔÏ ÓÅÌÅÃÔ ÔÈÅ ÔÙÐÅ ÏÆ ÊÏÂ ÓÉÔÅ ÂÅÉÎÇ ÅÎÔÅÒÅÄȢ !ÖÁÉÌÁÂÌÅ 

ÏÐÔÉÏÎÓ ÉÎÃÌÕÄÅ Ȭ3ÔÒÅÅÔȾ!ÄÄÒÅÓÓȭ ÁÎÄ Ȭ)ÎÔÅÒÓÅÃÔÉÏÎȢȭ 

 

7ÈÅÎ ÓÅÌÅÃÔÉÎÇ Ȭ3ÔÒÅÅÔȾ!ÄÄÒÅÓÓȭȟ ÉÆ ÔÈÅÒÅ ÉÓ Á ÍÁÔÃÈ ÏÎ ÔÈÅ ÍÁÐȟ ÔÈÅ ÓÔÒÅÅÔ ÏÒ ÁÄÄÒÅÓÓ ×ÉÌÌ ÂÅ 

ÈÉÇÈÌÉÇÈÔÅÄȢ 7ÈÅÎ ÓÅÌÅÃÔÉÎÇ Ȭ)ÎÔÅÒÓÅÃÔÉÏÎȭȟ ÉÆ ÔÈÅÒÅ ÉÓ Á ÍÁÔÃÈ ÏÎ ÔÈÅ ÍÁÐȟ ÔÈÅ ÉÎÔÅÒÓÅÃÔÉÏÎ 

will be highlighted.  

 

4ÈÅ Ȭ3ÔÁÔÅȭ field is automatically set to SC, as SC811 only processes locate notices within 

South Carolina. 
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County Field  
 

%ÎÔÅÒ ÔÈÅ ÃÏÕÎÔÙ ×ÈÅÒÅ ÔÈÅ ×ÏÒË ÉÓ ÔÁËÉÎÇ ÐÌÁÃÅ ÉÎ ÔÈÅ Ȭ#ÏÕÎÔÙȭ ÆÉÅÌÄȢ "Å ÓÕÒÅ ÔÏ ÓÅÌÅÃÔ ÔÈÅ 

county name from the drop-down list.

 

Street Address Field  
 

4ÈÅ ȬStreet/Addressȭ ÆÉÅÌÄ ÉÓ ÆÏÒ ÔÈÅ ÓÔÒÅÅÔ ÏÒ ÁÄÄÒÅÓÓ ×ÈÅÒÅ ÔÈÅ ×ÏÒË ÉÓ ÔÁËÉÎÇ ÐÌÁÃÅȢ )Æ ÔÈÅ 

user is entering a locate notice for an address, they will have to choose the range of the 
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address from the menu that appears. When selecting the address range if the system finds a 

match it will be automatically mapped. In the screenshot example below 0-1299 Dutch 

Square Blvd was selected due to the address being 810 Dutch Square Blvd. 

 

Place Field 
 

4ÈÅ ȬPlaceȭ field is used to enter the city or town where the work is taking place. If the 

property is not within a city or town, enter the nearest city or town instead.

 

 

Intersection Field  
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4ÈÅ Ȭ)ÎÔÅÒÓÅÃÔÉÏÎȭ ÆÉÅÌÄ ÉÓ ÕÓÅÄ ÔÏ ÅÎÔÅÒ ÔÈÅ ÎÅÁÒÅÓÔ ÉÎÔÅÒÓÅÃÔÉÎÇ ÓÔÒÅÅÔ ÔÏ ÔÈÅ ÊÏÂ ÓÉÔÅȢ 4ÈÅ 

street does not need to physically cross or connect to the main street listed. You may also 

use the drop-down menu to select the closest intersecting street. 

Providing a street within 1,320 feet or in close proximity helps ensure the correct area is 

identified on the map. 

 

 
 

 

 

 

 

 

Directions Field  
 

4ÈÅ ȬDirectionsȭ ÆÉÅÌÄ ÉÓ ÆÏÒ ÄÉÒÅÃÔÉÏÎÓ ÔÏ ÔÈÅ ×ÏÒË ÓÉÔÅȟ ÁÄÄÉÔÉÏÎÁÌ ÒÏÁÄÓ ÉÎ ÔÈÅ ÁÒÅÁȟ and 

landmarks. If the location where the excavation is taking place is new and/or is NOT 

located on the SC811 map, directions to the site must be provided. Other pertinent 
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information, such as gate codes or special access instructions, should also be included 

when applicable. 

 

Please provide directions from the nearest intersection shown on our map. If there are 

ÎÏ ÄÉÒÅÃÔÉÏÎÓ ÏÒ ÁÄÄÉÔÉÏÎÁÌ ÒÏÁÄÓ ÔÏ ÐÒÏÖÉÄÅ ÉÎ ÔÈÉÓ ÆÉÅÌÄ Ȱ.Ⱦ!ȱ ÏÒ Ȱ./.%ȱ ÍÕÓÔ ÂÅ 

entered. 

 

 

 

 

 

 

 

 

 

 

Marking Instructions Field  
 

The Ȭ)ÎÓÔÒÕÃÔÉÏÎÓȭ field is used to provide locators with details about the area of the 

property that needs to be marked, any special marking instructions, and any additional 
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information related to the locate notice. It is important that the instructions clearly 

describe the specific area where the excavation is planned to occur. 

 

Marking instructions are required on all locate notices and need to be very clear for the 

locators. The locators/member operators are only obligated to mark requested 

locations within SC811 guidelines. There is a drop-down menu that has the most 

commonly requested marking instructions. You are not required to select an option 

from this drop-down menu; you are able to enter customized marking instructions.  

 

Remember When providing directions (such as front, left, right, or rear), base them on 

standing on the street in front of the address and facing the property. In the marking 

ÉÎÓÔÒÕÃÔÉÏÎÓȟ ÉÎÃÌÕÄÅ ȰIf Facingȱ ÔÏ ÃÌÅÁÒÌÙ ÉÎÄÉÃÁÔÅ ÔÈÅ ÄÉÒÅÃÔÉÏÎȢ 

 

 

Once you have mapped the area, you will need to confirm the shaded area on the map 

accurately represents the complete dig site. Click on the drop-down box to either select ȬYes, 

or ȬNoȭ.   
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Submitting Your Locate Notice  
Once you have completed all required fields on your locate notice and confirmed the area is 

ÐÒÏÐÅÒÌÙ ÍÁÐÐÅÄȟ ÓÅÌÅÃÔ Ȱ3ÁÖÅȾ#ÏÎÔÉÎÕÅȢȱ 

A final pop-up message will appear. Please read it carefully, as your notice has not  been 

saved at this point.  

)Æ ÁÎÙ ÉÎÆÏÒÍÁÔÉÏÎ ÎÅÅÄÓ ÔÏ ÂÅ ÃÏÒÒÅÃÔÅÄȟ ÓÅÌÅÃÔ ȰGo Backȱ ÔÏ ÒÅÔÕÒÎ ÔÏ ÔÈÅ ÔÉÃËÅÔ ÁÎÄ ÍÁËÅ 

ÃÈÁÎÇÅÓȢ )Æ ÙÏÕ ÁÒÅ ÒÅÁÄÙ ÔÏ ÐÒÏÃÅÅÄȟ ÓÅÌÅÃÔ ȰHeld for Reviewȱ ÔÏ ÓÕÂÍÉÔ ÙÏÕÒ ÎÏÔÉÃÅ ÆÏÒ 

review by our team. If additional information is needed, a team member will contact you to 

complete the notice.  However, if you are in the Excavator Basic role within Exactix or if 

certain ticket criteria are met, your ticket may be released and not held for further review 

by an SC811 representative.  
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Map Search Options 
#ÌÉÃËÉÎÇ ÔÈÅ ȬSearchȭ icon allows you to search by Streets, Intersections, Places, Counties, 

Points of Interest, and Latitude/Longitude coordinates. 

¶ Street/Road ɀ Search for a specific street or road by entering all or part of the name. 

¶ Intersection ɀ Search for an intersection by entering both the street and cross street. 

¶ Place or Countyɀ Search for a place by entering the place name. 
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Zoom In/Zoom Out  

Clicking on the Plus (+) or Minus (-) icons will let you zoom in and zoom out on the map. 

You can also click on the right click on the map to select the zoom in and zoom out options 

or use the wheel on your mouse for zooming. 

 

While using the mouse wheel to zoom in and out on the map, you can also move the map 

around by holding down the left mouse button to drag the map. 

 

 

5ÓÉÎÇ ÔÈÅ Ȭ3ÈÏ× -ÁÐ )ÎÆÏÒÍÁÔÉÏÎ ÆÏÒ ,ÏÃÁÔÉÏÎȭ ÉÃÏÎ ÁÌÌÏ×Ó ÙÏÕ ÔÏ ÌÅÆÔ ÃÌÉÃË ÏÎ ÁÎÙ ÁÒÅÁ 

of the map to display street, place and county information. 
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Ruler  
The Ruler lets you measure distance in many ways. For example, it can measure the 

distance from one intersection to another, distance from a road into a field, and the 

distance along a road. You can also use the tool to click multiple points. 

 

 

 

Using the ruler tool will include the total footage and direction of travel while 

measuring. If multiple segments are measured at you will also see the change in 
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direction for that segment and its individual footage. Please see the screenshot below 

for example. In this example it starts measuring in a southwest direction, as the road 

changes the measure tool also changes the direction of travel. 

 

9ÏÕ ÃÁÎ ÃÌÉÃË ÏÎ Ȭ#ÌÅÁÒȭ ÔÏ ÒÅÍÏÖÅ ÁÌÌ ÍÅÁÓÕÒÅÄ ÄÉÓÔÁÎÃÅÓ ÁÎÄ ÓÅÌÅÃÔ Ȭ$ÏÎÅȭ ×ÈÅÎ 

finished using this feature. 
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The Toggle Full Screen allows you to expand the map to cover the entire screen. To return 

ÔÏ ÔÈÅ ÎÏÒÍÁÌ ÖÉÅ×ȟ ÈÉÔ ÔÈÅ Ȭ%ÓÃȭ ÂÕÔÔÏÎ ÏÎ ÔÈÅ ËÅÙÂÏÁÒÄ ÏÒ ÃÌÉÃË ÏÎ ÔÈÅ Ȭ8ȭ ÉÃÏÎ ÉÎ ÔÈÅ ÔÏÐ 

right -hand corner of the screen. 

 

Toggle Base Map 
The Toggle Base Map option allows you to switch between three options of the base map. 

The three options are Street Map view, Satellite View and SC State GIS Satellite view. The 

system defaults to the street map view. Please note that all map features are available on  
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Satellite view 

 

SC State GIS Satellite 

 



31 | P a g e 
Return to Table of Content 

The map legend is a key that explains the colors and line types used on the map. Hover 

over the legend in the bottom left-hand corner of the map to see the details. 

 

Zoom Feature 
)Æ ÙÏÕ ÚÏÏÍ Á×ÁÙ ÆÒÏÍ ÔÈÅ ÄÉÇ ÓÉÔÅȟ ÔÈÅÙ ÃÁÎ ÒÉÇÈÔ ÃÌÉÃË ÏÎ ÔÈÅÉÒ ÍÏÕÓÅ ÁÎÄ ÓÅÌÅÃÔ Ȭ:ÏÏÍ 

ÔÏ $ÉÇ 3ÉÔÅȭ ÔÏ ÇÅÔ ÂÁÃË ÔÏ ×ÈÅÒÅ ÔÈÅ ÔÉÃËÅÔ ÉÓ ÍÁÐÐÅÄȢ 
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Mapping legends  

 

 

 

 

 

 

 

 

 

 



33 | P a g e 
Return to Table of Content 

Mapping the Worksite  
Once the work site or general location has been identified on the map, you are ready to map  

the work site. 

 

The Member Operators notified on the locate notice are members of SC811. Each mapping  

tool has specific rules and a different buffer zone size. The buffer zone does not represent 

the area to be marked, and members/locators do not see the map. Instead, the map is used 

to determine which Member Operator(s) must be notified in the area. 

 

It is important to accurately plot the work site, as selecting the incorrect area may result in 

notifying the wrong Member Operator(s).  

 

Please note that when you edit or redraw a dig site using any of the mapping tools, the   

Save and Cancel/Discard will appear. These tools allow the user to either save the 

changes you made to a dig site, or to Delete/Remove those changes. 
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The Edit Dig Site mapping tool allows the user to edit the dig site map. Select the Edit 

icon and it will turn green. Then left click on the dig site box and it will turn blue with 

hash marks. The user can then start reshaping the dig site. Once they have redrawn the 

ÄÉÇ ÓÉÔÅȟ ÔÈÅÙ ÃÁÎ ÓÁÖÅ ÔÈÅ ÃÈÁÎÇÅÓ ÂÙ ÃÌÉÃËÉÎÇ ÏÎ ÔÈÅ Ȭ3ÁÖÅȭ ÉÃÏÎ ÏÒ ÕÓÅ ÔÈÅ 

Ȭ#ÁÎÃÅÌȾ$ÉÓÃÁÒÄȭ ÁÎÄ Ȭ5ÎÄÏȭ ÏÐÔÉÏÎÓ ÔÏ ÒÅÖÅÒÔ ÔÏ ÔÈÅ ÏÒÉÇÉÎÁÌ ÄÉÇ ÓÉÔÅȢ 

 

Buffer Street or Map Feature 
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Buffer Street or Map Feature  
The Buffer Street or Map Feature lets you select an address range or street segment to 

remap the dig site. Select the Buffer Street or Map Feature icon and it will turn green. Go to 

the area where the dig site needs to be remapped and double click on the street segment. 

4ÈÅ ÎÅ× ÄÉÇ ÓÉÔÅ ×ÉÌÌ ÁÐÐÅÁÒ ×ÉÔÈ ÂÌÕÅ ÈÁÓÈ ÍÁÒËÓȢ !Ô ÔÈÉÓ ÐÏÉÎÔ ÙÏÕ ÃÁÎ ÅÉÔÈÅÒ Ȭ3ÁÖÅȭȟ 

Ȭ#ÁÎÃÅÌȾ$ÉÓÃÁÒÄȭ ÏÒ Ȭ5ÎÄÏȭ ÔÈÏÓÅ ÃÈÁÎÇÅÓȢ 

 

Draw Polygon Tool  
The draw polygon tool is used to mark a large work site that the 250-foot buffer of the 

draw circle tool will not cover. This tool is also used when marking multiple side by side 

addresses. Select the Draw Polygon tool and left click on the area where you want to 

start drawing your dig site. Outline the area that needs to be mapped by left clicking on 
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points where the direction changes. When finished outlining the area, then left click 

Ô×ÉÃÅ ÔÏ ÓÔÏÐ ÄÒÁ×ÉÎÇȢ 4ÈÅ ÎÅ× ÄÉÇ ÓÉÔÅ ÉÎ ÂÌÕÅȢ !Ô ÔÈÉÓ ÐÏÉÎÔ ÔÈÅ ÕÓÅÒ ÃÁÎ ÅÉÔÈÅÒ Ȭ3ÁÖÅȟ 

Ȭ#ÁÎÃÅÌȾ$ÉÓÃÁÒÄȭ ÏÒ Ȭ5ÎÄÏȭ ÔÈÏÓÅ ÃÈÁÎÇÅÓȢ 
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Draw Circle Tool  
The draw circle tool is used to mark an intersection or single point address if the property 

lines fit into the radius of coverage. The circle is a 250 ft radius. The new dig site will appear 

×ÉÔÈ ÂÌÕÅ ÈÁÓÈ ÍÁÒËÓȢ !Ô ÔÈÉÓ ÐÏÉÎÔ ÙÏÕ ÃÁÎ ÅÉÔÈÅÒ Ȭ3ÁÖÅȭȟ #ÁÎÃÅÌȾ$ÉÓÃÁÒÄȭ ÏÒ Ȭ5ÎÄÏȭ ÔÈÅ 

changes. 

 

 

 

 

 

 

 

 

 

Draw Line Tool  
The draw line tool is used when marking road, right of way, railroad track or easement. 

Once you have finished drawing the segment, then double click and the new dig site will 

ÁÐÐÅÁÒ ÉÎ ÂÌÕÅȢ !Ô ÔÈÉÓ ÐÏÉÎÔ ÙÏÕ ÃÁÎ ÅÉÔÈÅÒ Ȭ3ÁÖÅȭȟ Ȭ#ÁÎÃÅÌȾ$ÉÓÃÁÒÄȭ ÏÒ Ȭ5ÎÄÏȭ the changes. 
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Mapping Tools  
5ÓÅ ÔÈÅ Ȱ$ÒÁ× #ÉÒÃÌÅȱ ÔÏÏÌ ×ÈÅÎ ÉÔ ÃÁÎ ÃÏÖÅÒ ÔÈÅ ÅÎÔÉÒÅ ÐÒÏÐÅÒÔÙ ÁÎÄ ÔÏÕÃÈ ÔÈÅ ÒÏÁÄ×ÁÙ 

associated with the address. 

)Æ ÔÈÅ ÐÒÏÐÅÒÔÙ ÉÓ ÔÏÏ ÌÁÒÇÅ ÆÏÒ ÔÈÅ Ȱ$ÒÁ× #ÉÒÃÌÅȱ ÔÏÏÌ ÔÏ ÆÕÌÌÙ ÃÏÖÅÒȟ ÕÓÅ ÔÈÅ Ȱ$ÒÁ× 0ÏÌÙÇÏÎȱ 

tool instead. Draw the shape to outline the entire property and ensure the mapped area 

touches the roadway for the address. 

                 Incorrect  Mapping                               Correct Mapping  

 

 

 

Work along a road  
This type of locate notice is processed when work is taking place along a road. A request for 

underground lines to be marked along a road cannot exceed 1320 feet or 5 adjacent 
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addresses, whichever is less. If the footage to be marked exceeds 1320 feet, the work site 

will have to be broken down into multiple notices.  

 

The road name the work will take place on will go in the address field. The 1320-foot or 5 

adjacent addresses, whichever is less rule applies to roadways, interstates, easements and 

right of ways. While marking the map the footage will be displayed in increments of 

mileage, footage and yards. To mark work along a road the draw line tool is used. Map the 

footage will be displayed in increments of mileage, footage and yards. To mark work along a 

road the draw line tool is used. 

 

 

 

 

 

 

 

 

Information required when working along the road : 

1. Starting point - The starting point can be entered from an intersection, a certain 

distance from an intersection, an address, utility poles, utility transformers or utility 
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pedestals. If the starting point is located at a pole, transformer or pedestal directions 

must be provided to where the item is located. 

2. Where to mark - The area that needs to be marked must be specified, if the left side, 

right side or both sides of the road need to be marked. On a right of way or easement if 

the left side, right side or entire width needs to be marked. 

3. Name of roadway to be marked - Include the name of the roadway that is specifically 

being requested for marking 

4. Total footage -The total footage that needs to be marked from starting point to stopping 

point.  

5. Direction -The direction of marking needs to be specified if the road needs to be marked  

north, south, east or west.  

 

The ending point can be at an intersection, road, address, utility pole, utility transformer, 

utility pedestal or specified footage. However, footage and directions are still required.  

 

 
Starting from an intersection:  

 

Example of valid marking instructions- STARTING AT THE INTERSECTION MARK BOTH 

SIDES OF DUTCH SQUARE BLVD FOR 1000 FT HEDING SOUTH WEST 
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Starting a certain distance from the intersection: 

 

Example of valid marking instructions-Starting 100 ft east of the intersection of 

Hollingsworth Dr and Fairhaven Dr mark the right side of Hollingsworth Dr for 300 ft 

heading east. 

 

 

 

 

 

 

 

 

 

Work along a road that is divided by a median- When work is taking place along a road that 

is divided by a grass or concrete median, each lane will need to be on a separate notice. If 

the median between the lanes needs to be marked, a separate locate notice will need to be 
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made for the median as well. All interstates are divided by either a concrete or grass 

median. 

 

Example notice for work along one side of a roadway divided by a grass median. This notice 

×ÏÕÌÄ ÔÈÅÎ ÂÅ ÄÕÐÌÉÃÁÔÅÄ ÁÎÄ ÁÄÊÕÓÔÅÄ ÁÓ ÎÅÅÄÅÄ ÆÏÒ ÔÈÅ ÏÐÐÏÓÉÔÅ ÓÉÄÅ ÁÎÄ ÍÅÄÉÁÎȢȱ 

Example of valid marking instructions 

 

Starting at the intersection of Hwy 321 and Wilbur Rd, mark both sides of the north bound 

lane of Hwy 321 for 400 ft heading north. 

 

 

 

Example of a valid notice for the median: 

Starting at the intersection of Hwy 321 and Wilbur Rd mark the entire width of the grass 

median between the north and south bound lanes of Hwy 321 for 400 ft heading north. 
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When processing a locate notice for an intersection, yÏÕ ÃÁÎ ÓÅÌÅÃÔ Ȭ)ÎÔÅÒÓÅÃÔÉÏÎȭ ÆÒÏÍ ÔÈÅ 

Ȭ$ÉÇ 3ÉÔÅ 4ÙÐÅȭ ÉÎ ÔÈÅ Ȭ3ÉÔÅ )ÎÆÏÒÍÁÔÉÏÎȭ ÓÅÃÔÉÏÎȢ )Æ ÔÈÅ ÓÙÓÔÅÍ ÆÉÎÄÓ Á match, it will 

ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÍÁÒË ÔÈÅ ÉÎÔÅÒÓÅÃÔÉÏÎ ×ÉÔÈ ÔÈÅ Ȭ$ÒÁ× #ÉÒÃÌÅȭ ÔÏÏÌȢ 

 

Intersection notices -This type of locate notice is processed when an intersection needs to 

be marked. One road name is entered into the address field, and one road name is entered 

in the intersection field.  

The maximum that can be marked at an intersection is 50 feet in all directions. This is not a 

radius of 50 ft but 50 ft in all directions from the middle of the intersection. This means you 

start at the center of the intersection and measure outward 50 feet along each road at the 

intersection. Each roadway is measured separately, following the direction of the road.  

 

Three-Way Intersections ɀ When entering a locate notice for a three-way intersection, the 

roads must be separated between the Address, Intersection, and Directions fields to 

accurately identify the work area. The marking instructions should also include all road 

names involved in the intersection and note that the location is a three-way intersection. 
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SC811 Location Entry Guidelines  ɀ Entry Level  
 
 
 

 
 
 

 
 

 

1. No more than 1320 ft can be marked per locate notice.   

This rule applies to roadways, easements, rights-of-way, sidewalks, alleyways, and 

properties. Keep the area within 1,320 feet or five addressesɂwhichever is lessɂwhether 

the request is linear or polygon. 

2. 50 Ft Maximum from  Centerline on Each Side of the Road  

¶ When requesting for markings along a roadway, you may also include up to 50 ft 

from the center line of the road out (on either or both sides of the road).  

¶ The maximum distance is 50 feet. If more than 50 feet needs to be marked, separate 

locate notices must be created following the Specific/Multiple Addresses guidelines. 

¶ )Æ ÔÈÅ ÁÒÅÁ ÒÅÑÕÅÓÔÅÄ ÔÏ ÂÅ ÍÁÒËÅÄ ÉÓ ȰÍÁÒËÉÎÇ ÆÒÏÍ ÔÈÅ ÃÅÎÔÅÒ ÌÉÎÅ ÏÆ ÔÈÅ ÒÏÁÄ ÏÕÔ 

ÎÏ ÍÏÒÅ ÔÈÁÎ υπ ÆÅÅÔȟ ÙÏÕ ×ÏÕÌÄ ÕÓÅ ÔÈÅ Ȱ7ÏÒË !ÌÏÎÇ ! 2ÏÁÄȱ ÇÕÉÄÅÌÉÎÅÓȢ 

 

3. Only one road can be marked per locate notice.  

Example of valid marking instructions  

 STARTING AT THE INTERSECTION OF VINE ST AND SUMMERLAND DR, MARK BOTH 

SIDES OF SUMMERLAND DR GOING NORTHEAST FOR 300 FT   

 

 
 

Example of invalid marking instructions  
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STARTING AT THE INTERSECTION OF VINE ST AND SUMMERLAND DR, MARK BOTH SIDES 

OF SUMMERLAND GOING SOUTH FOR 250 FT // ALSO MARK BOTH SIDES OF VINE ST 

GOING SOUTHWEST FROM THE INTERSECTION FOR 250 FT 

 

4. Intersection locate notices cannot exceed 50 feet in all directions along each 

roadway . This means you start at the center of the intersection and measure outward 

50 feet along each road at the intersection. Each roadway is measured separately, 

following the direction of the road. 

 

¶ If more than 50 foot in each direction of an intersection needs to be marked, 

separate locate notices must be issued because it would then be considered as 

working on separate roads. 9ÏÕ ÍÕÓÔ ÆÏÌÌÏ× ÔÈÅ Ȱ×ÏÒË ÁÌÏÎÇ ÔÈÅ ÒÏÁÄȱ ÇÕÉÄÅÌÉÎÅÓȢ  

 

¶ Example of valid  marking instructions:  

MARK THE ENTIRE INTERSECTION OF CLARK ST AND STATE ST 50 FT IN ALL 

DIRECTIONS 

 

Example of invalid  marking instructions: 
 

Á MARK THE ENTIRE INTERSECTION OF LAKE MURRAY BLVD AND SAINT 

ANDREWS RD 200 FT IN ALL DIRECTION 
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5. If an area to be marked has been premarked with flags, paint or stakes;   

  the area of where work will be done must still be provided.   

 

Example of valid marking instructions  

ADDRESS IS 119 RAWL ST // MARK THE WHITE LINED AREA LOCATED AT THE FRONT OF 

THE PROPERTY   

 

6. If an area needs to be marked around a pole, pedestal, transformer, meter, fire 

hydrant, etc. , detailed description of where the premarked locate or item is 

located must be provided.  

 

Example of valid  marking instructions 

MARK A 50 FOOT RADIUS AROUND POLE #500 LOCATED ON THE RIGHT SIDE OF 

INKEEPER DR 100 FT SOUTH OF SUNSET BLVD 

 

7. If a property and both sides of the roadway at the property need to be marked, 

the roadway marking cannot extend beyond the property lines. If any area 

beyond the property lines along the roadway also needs to be marked, a separate 

locate notice is require d. 2ÅÆÅÒ ÔÏ ÔÈÅ Ȭ7ÏÒË !ÌÏÎÇ Á 2ÏÁÄ×ÁÙȭ ÓÅÃÔÉÏÎ ÆÏÒ 

additional guidance.  

8. When you are working with a property or job site that is divided by a county line 

or if the site marker buffer from any mapping tool touches a county line, a locate 

notice will need to be made for each county.  

 

Á ! ÎÏÔÁÔÉÏÎ ×ÉÌÌ ÎÅÅÄ ÔÏ ÂÅ ÍÁÄÅ ÉÎ ÔÈÅ ȬDirections ȭ field informing locators that 

property is divided by county line 

Example of note in "Directions Field"  

This is 1 of 2 notices b/c property sits on Lexington/ Richland County  line  
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9. When working at a corner lot and the user needs the entire property marked and 

both sides of the side street marked, you can mark an intersecting street at an  

address at a corner. You will need to put the name of the side street in the street 

field of the locate notice and explain it  ÉÎ ÔÈÅ Ȭ)ÎÓÔÒÕÃÔÉÏÎÓȭ &ÉÅÌÄȢ  

 

Á Example of valid marking instructions: AT ADDRESS 101 HARVARD CT WHICH IS 

ON THE CORNER OF HARVARD CT AND CHASON ROAD // MARK ENTIRE 

PROPERTY AND BOTH SIDES OF CHASON RD AT THIS ADDRESS  
 

Á +ÅÅÐ ÉÎ ÍÉÎÄ #ÈÁÓÏÎ 2Ä ×ÉÌÌ ÇÏ ÉÎ ÔÈÅ Ȭ3ÔÒÅÅÔȾ4ÙÐÅȭ ÆÉÅÌÄÓ ÁÎÄ (ÁÒÖÁÒÄ #Ô ×ÉÌÌ ÇÏ ÉÎ 

the Intersection field.  
 

 

Á You will need a locate done for the entire property and both sides of Harvard Ct on a 

notice and then one to cover for the markings on both sides of Chason Ct  

 

 

6.  
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Specific Address- When providing marking instructions remember to be specific. For 

example: If the work is taking place on a specific side of the property you must make note in  

ÔÈÅ ÍÁÒËÉÎÇ ÉÎÓÔÒÕÃÔÉÏÎÓ Ȱ)Æ ÙÏÕ ÁÒÅ ÆÁÃÉÎÇ ÔÈÅ ÐÒÏÐÅÒÔÙ ÆÒÏÍ ÔÈÅ ÒÏÁÄȱȢ 

 

If the system does not automatically highlight the address on the map, then you will need to 

ÕÓÅ ÅÉÔÈÅÒ ÔÈÅ Ȭ$ÒÁ× #ÉÒÃÌÅȭ ÏÒ Ȭ$ÒÁ× 0ÏÌÙÇÏÎȭ ÔÏÏÌ ×ÈÅÎ ÒÅÑÕÅÓÔÉÎÇ ÆÏÒ Á Ȭ3ÐÅÃÉÆÉÃ !ÄÄÒÅÓÓȭ 

to be located. For Example, below the system highlighted the street but not the requested 

ÁÄÄÒÅÓÓ ÏÆ Ȭυχυω -ÏÕÎÔ 'ÁÌÌÁÎÔ 2ÄȭȢ 
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Positive Response  
The Positive Response 360 process is the foundation of a successful excavation. Positive 

Response connects excavators, locators, facility operators, and the 811 one-call center 

in a loop of communication to ensure compliance and safety. 

 

What is 360 Positive Response?  

360 Positive Response is a cycle of five easy steps to aid in the safe digging process. The 

responsibilities to complete each step are shared between the excavator and locator.  

 

1. Excavator calls or clicks to create a locate notice. 

 2. Locator updates the notice to inform the excavator of the location completion status. 

3. Excavator confirms the status of the locates using the online system or by calling 811. 

4. Excavator begins and completes work.  

5. Excavator updates ticket to completed status. 

 

How to Check Positive Response in Exactix: Positive Response should be reviewed on the 

notice before any excavation activity is considered. Open the locate notice number that 
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needs to be checked for Positive Response by double clicking the notice. Once the notice is 

ÏÐÅÎÅÄȟ ÓÅÌÅÃÔ Ȭ2ÅÓÐÏÎÓÅÓȭ ÆÒÏÍ ÔÈÅ ÔÁÂÓ ÌÏÃÁÔÅÄ ÁÔ ÔÈÅ ÔÏÐ ÏÆ ÔÈÅ ÌÏÃÁÔÅ ÎÏÔÉÃÅȢ 

 

The responses from the Member Operators will be displayed. 

 

How to Check Positive Response through the IVR: By Phone (IVR System) ɀ Call (888) 721-

7877 and select the option for "Check Positive Response" to hear the current status of the 

notice. To verify Positive Response through the IVR dial 1-888-721-7877 and follow the 

ÐÒÏÍÐÔÓ ÆÏÒ Ȱ#ÈÅÃËÉÎÇ 0ÏÓÉÔÉÖÅ 2ÅÓÐÏÎÓÅȱȢ !ÆÔÅÒ ÆÏÌÌÏ×ÉÎÇ ÔÈÅ ÐÒÏÍÐÔÓȟ ÙÏÕ ×ÉÌÌ ÂÅ ÁÓËÅÄ ÔÏ 
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enter the 10-digit ticket number, followed by the main phone number associated with the 

ÔÉÃËÅÔȢ /ÎÃÅ ÔÈÅ ÉÎÆÏÒÍÁÔÉÏÎ ÉÓ ÃÏÎÆÉÒÍÅÄȟ ÔÈÅ ÓÙÓÔÅÍ ×ÉÌÌ ÒÅÁÄ ÅÁÃÈ -ÅÍÂÅÒ /ÐÅÒÁÔÏÒȭÓ 

response entered on the notice. 

After checking the Positive Response, if you receive a 100% positive response, they may 

proceed with their work. If you do not have a 100% Positive Response, then the user must 

contact the one-call center so that the appropriate Secondary Action can be processed by a 

Customer Service Representative. 
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Secondary Action & Ticket Functions  
 

 

In Exactix when a primary locate notice is created it is given a locate notice number 

×ÈÉÃÈ ÈÁÓ Á ȰÖπȱ ÂÅÈÉÎÄ ÉÔȢ 4ÈÅ ȰÖπȱ ÓÔÁÎÄÓ ÆÏÒ Ȱ6ÅÒÓÉÏÎ πȱȢ %ÁÃÈ ÔÉÍÅ Á 3ÅÃÏÎÄÁÒÙ 

Action (Ticket Function) is created, the locate notice number will remain the same and a 

ÎÅ× Ȭ6ÅÒÓÉÏÎ .ÕÍÂÅÒȭ ×ÉÌÌ ÂÅ ÁÄÄÅÄȢ &ÏÒ ÅØÁÍÐÌÅȟ ÉÆ Á ÓÅÃÏÎÄÁÒÙ ÁÃÔÉÏÎ ÉÓ ÔÁËÅÎ ÌÏÃÁÔÅ 

notice needs to be processed for ticket number 260421003, after processing the 

ÓÅÃÏÎÄÁÒÙ ÁÃÔÉÏÎ ÔÈÅ ÓÃÒÅÅÎ ×ÉÌÌ ÄÉÓÐÌÁÙ Ȱςφπτςρππσ ÖρȱȢ 

 

 

4ÈÅ Ȭ#ÏÐÙȭ ÂÕÔÔÏÎ ÔÈÁÔ ÉÓ ÁÖÁÉÌÁÂÌÅ ÏÎ ÅØÉÓÔÉÎÇ ÌÏÃÁÔÅ ÎÏÔÉÃÅÓ ÁÎÄ ÉÓ ÕÔÉÌÉÚÅÄ ÔÏ ÍÁËÅ Á 

copy of an existing locate notice without linking the numbers together in the history of 

the notice. It is utilized when multiple notices need to be processed or a locate notice is 

past the expiration date. 
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The History of a Locate Notice shows you all actions that have been taken on a locate 

notice after the initial creation. To view the history of a locate notice you will first need 

ÔÏ ÏÐÅÎ ÔÈÅ ÌÏÃÁÔÅ ÎÏÔÉÃÅ ÁÎÄ ÓÅÌÅÃÔ ÔÈÅ Ȭ2ÅÖÉÓÉÏÎÓȭ ÔÁÂȢ 

 

!ÆÔÅÒ ÓÅÌÅÃÔÉÎÇ ÔÈÅ Ȭ2ÅÖÉÓÉÏÎÓȭ ÔÁÂ ÙÏÕ ×ÉÌÌ ÂÅ ÁÂÌÅ ÔÏ ÓÅÅ ÔÈÅ ÈÉÓÔÏÒÙ ÏÆ ÔÈÅ ÌÏÃÁÔÅ ÎÏÔÉÃÅȢ 
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As an Entry Level or Excavator Basic user you have the ability to process 2 different types of 

secondary actions, Extensions and Remarks.  

 

A Secondary Action (Ticket Function) is utilized when an action needs to be sent to Member 

Operators on an existing locate notice. When processing a Secondary Action (Ticket 

&ÕÎÃÔÉÏÎɊ Á ȰHistoryȱ ×ÉÌÌ ÂÅ ÃÒÅÁÔÅÄ ÌÉÎËÉÎÇ ÔÈÅ ÏÒÉÇÉÎÁÌ ÌÏÃÁÔÅ ÎÏÔÉÃÅ ÔÏ ÔÈÅ 3ÅÃÏÎÄÁÒÙ 

Action (Ticket Function).  A Secondary Action (Ticket Function) can be processed by any 

person with the company that requested the locate notice or subcontractor that has been 

notated on the locate notice. 

 

4ÈÅ ȬExtensionȭ ÆÕÎÃÔÉÏÎ ÉÓ ÕÓÅÄ ×ÈÅÎ ÁÎ ÅØÉÓÔÉÎÇ ÎÏÔÉÃÅ ÎÅÅÄÓ ÔÏ ÂÅ ÅØÔÅÎÄÅÄ ÆÏÒ 

additional excavation time, provided the existing utility markings are still clearly visible. 

Extensions do not create a new 3 full working day notice or require a waiting period 

because fresh utility markings are not required on an Extension notice. Instead, the 

expiration date is simply extended for an additional 15 working days. 

 

Once you open the notice needing to be extended, sÅÌÅÃÔ ÔÈÅ ȬÅØÔÅÎÓÉÏÎȭ ÆÕÎÃÔÉÏÎ ÁÂÏÖÅ ÔÈÅ 

locate notice in the top right-hand corner. A window will appear to process the extension. 

 

4ÈÅ ÏÎÌÙ ÔÉÍÅ Á ÎÏÔÅ ×ÉÌÌ ÎÅÅÄ ÔÏ ÂÅ ÁÄÄÅÄ ÔÏ ÔÈÅ ȬRemarksȭ ÆÉÅÌÄ ÉÓ ÉÆ ÔÈÅ ÕÓÅÒ ÓÕÂÍÉÔÔÉÎÇ ÔÈÅ 

Ȭ%ØÔÅÎÓÉÏÎȭ ÉÓ ÎÏÔ ÔÈÅ ÏÒÉÇÉÎÁÌ ÕÓÅÒ ÏÎ ÔÈÅ ÎÏÔÉÃÅȢ &ÏÒ ÅØÁÍÐÌÅȡ Ȱ,ÏÃÁÔÅ ÎÏÔÉÃÅ ÅØÔÅÎÄÅÄ ÂÙ 

Cori Fore ×ÉÔÈ 3#ψρρȢȱ Additionally, users may receive a pop-up message when a Member 
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Operator is added or removed from a ticket when the change was not listed on the previous 

ticket due to the Member Operator updating their Service Area. 

 

3ÅÌÅÃÔ Ȭ3ÅÎÄ 4ÉÃËÅÔȭȢ 3ÅÌÅÃÔ Ȭ3ÁÖÅȭȢ 4ÈÅ ÖÅÒÓÉÏÎ ÎÕÍÂÅÒ ÉÓ ÌÏÃÁÔÅÄ on the right  side of the 

locate notice number (which the locate notice number will not change, though a new 

version will be added ex. V1). 

 
























