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LOGGING INTO IUPPS WEB TICKET ENTRY

STEP 1 OF 6
Enter you login information.
A: Type your user name

B: Enter your password
C: Click on the login button

a Irth Login - Microsoft Internet Explorer
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This will take you the Irth internet options for excavators.
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lntemet 3" Notice Creation will guide you through creating a dig recuest online. Be sure to have the
=1 excavator mformation, dig site information, and work details available when creating a ticket online.
= = Tobegin MNotice Creation the disclaimer must be accepted .

Home

Motice Creation|

;- be fittered and searched by date, ticket number, excavator and status. Wotice Manager will open
with a list of notices created today, and will be limited to a list of 100 ttems. Permissions may allow
Eesponse for a ticket to be edited within MNotice IManager.
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Notice Manager can be used to wview and filter notices created by your username. Notices can
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Excavators have two options when using ITE:

Notice Creation
(creating a ticket) and

Notice Manager
(to view a previous ticket in history).

To begin creating an excavation ticket, click on the Notice Creation icon.

S . ) | Accept . . .
Disclaimer Screen — Please read the disclaimer, and click on 4}3' continue with Notice
Creation. If you click on mlsﬂl you will be unable to continue creating a ticket.

B P e
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Indiana Underground Plant Protection Service

irth Please read and chose your answer:
internet , _ o .
The right to use the TUPPS Web Ticket Entry Program is a privilege given to you for your convenience by
Hotme TUFPE. Each and every person using this tool must complete a training session with a member of the TITPES
I staff’
Notice Creation
_— Failure to comply with all rules governing the subtmssion of locate requests, which can be found on our website
Wotice Manager]  (httpofwww upps.orgl), will result in having the privilege to use Web Ticket Entry reveled.

Besponse Only Eoutine locate recuests, with a start date of 2 fill worling days prior to excavation, will be accepted. All
Manager other locate requests must be submitted by calling 1-800-382-5544.
Logout I agree that I may only request routine tickets. T agree to hold Indiana Underground Plant Protection Service, Inc.
Designed For free from all habality.
SN By chcking the “T &ccept” button you indicate that wou understand and agree to the Tser Agreement.

DOWNLOAD ANEA

| Accept | Disagree
[ A, t
Clicking ﬂl will complete Step 1.




NOTICE CREATION

STEP 2 OF 6

Web users are allowed to enter Normal Notices (2 full working days). To create all other types
of tickets (e.g. damage emergencies, emergencies, short notices, nd notices, joint meets, etc.),
you must contact [IUPPS at 1-800-382-5544.

To start a ticket click on the = =&IEH! | button, and then click on the __=2MIN4e

Please choose the Type of MNotice:

|N|:|rmal Nn:ltin::ej Select |

Continue Cancel

Based on your login information, your phone number, company name, your name, type, and
address are automatically entered on your ticket.

Note: Changes to these fields cannot be made without a written request to [UPPS.)
All fields with a red asterisk (*) are required fields.

Notice Creation Step 2 (of §): Excavator Info

Phonel(3171893-1400 Ext| Company ID|16202
Al Phonel Fax |

Escavator I|UPP5
Name |AMN OWENS
Type | CONTRACTOR. =]
Address 11040 SIERRA DRIVE

Address 2|
Clity] GREENWOOD State|N  Zip|46143
Work Done For: JANN | AN =]
Site Contact: |f-“'~NN |f3~NN | Mobile: |

FPrenious | Continue | Cancel |

* recpuired item



Since the “Work Done For”, “Site Contact” and “Mobile” fields normally change from job site to
job site, they are left open by the system. Please note these fields populate with information you
entered on your last ticket, but can be changed.

When all information is entered correctly, click Cantinue



SITE INFORMATION

STEP 3 0F 6

Step 3 of 6 is related to dig/job site information.

Hint:

e To move forward though the boxes, use your TAB key.

e To move backwards through the boxes, hold down the SHIFT key while using your TAB
key, or, use your mouse and click on a box to position your cursor there.).

There are two types of digsite types to choose from:

e Street/Address - When excavation is done at a specific address, resident or street, make sure
the drop box is clicked “Street/Address

e Intersection - When excavation is at or between one of the four corners of an intersection
We’ll begin with Street/Address.

STREET/ADDRESS

To identify your excavation site, you need to complete the information below. Definitions for
each area appear below and on the following page.

County is the name of the County where excavation will occur.

Township is the name of the Township where excavation will occur.

State: *County: *T owrnship:
|IN |J|:|hnsc|n |Pleasant

Subdivision is an area of land that is divided up into building lots.
Lot number is the number given to the property to define the area.

Note: If the dig site is not in a subdivision, then you can leave the “Subdivision” and “Lot
Number” blank.

Subdivision Lot #
Addresz: DirPrefiv:.  *Street: Trrpe: Dir Saffix
[421 N =] |EMERSON AVE ET




The program accepts the following examples when the street name is an interstate, county
road, state road or United States highway (The underscore ”_” represents a space):
Example: Interstate — Enter “I”_ applicable # (1 65, | 74, etc).

Example: County Road — Enter CO_RT _ applicable # (Co RT 100, CO RT 250, etc.).
Example: State Road — Enter IN_RT_applicable # (IN RT 5, IN RT 10, etc.).

Example: United States Highway — Enter US_RT_ applicable # (US RT 421, US RT 40,
etc.).

Note: If you have a Directional Prefix and/or Directional Suffix enter them in the
corresponding fields.

The fourth field is Type — This further identifies your street name by the type of roadway
(e.g. Road, Avenue, Boulevard, Court, etc.). DO NOT use a period in this field. DO
NOT spell out the following in the Type field.

The program accepts the following abbreviations for the street type:

AVENUE.....covv e ineenane Ave Boulevard...................... Blvd
Circle...cooviiiiiii e, Cir (070] 1] ¢ PPN O |
COVe. i, Cv Crossing..........ovvvveenn.... Xing
Drive.........ceoovvvveeeennn.Dr Lake.......ooovvvviiiiieeenn LK
Lane............oeevvvveevneennnnln Landing.......c.coovvveiennnn. Lndg
Parkway.......... .Pkwy Place.....ccoovviiiii Pl
Point......coovviiii i, Pt Manor.......cccovveeiiiienns Mnr
Ridge.......coooiiiiiiiiie, Rdg Road.......cooooiiii e Rd
Route......ooovvvvii i, Rt Street. .o, St
TEIMaACe. ..t iiie e eiieeaas Ter Trail.oooooiii Trl

These types are not abbreviated:

PasS.......ccoieviniiiinn.......PasS Pike......coveeeiiii.......Pike

The last field is Dir Suffix — The Directional Suffix field asks for the directional
designations N, S, E, W, NW, SW, NE, SE that follow the core street name or number
and the street type (e.g. Main St S, Allison Dr NW, etc.). DO NOT use a period in this
field. If there is no Directional Suffix for the street, leave the field “blank”.

These same guidelines are used in entering the Near Street (or Cross Street).

Note: DO NOT USE any punctuation or characters requiring the use of the Shift
Key in creation of a notice. Doing so will hamper transmission to the utilities and
locators.



Address: The street/address number of where the work is being done (e.g. 555, 1415, etc.)

e Ifthere is no numbered address, leave this area blank
e Lot numbers are not considered addresses and should not be entered here. Entering lot
numbers in these boxes could cause grids to be selected in areas other then the actual dig site.

Dir Prefex: A direction associated with the address (e.g. N, S, E, W, NW, SW, NE, SE).

e Ifthere is no Directional Prefix for the street, leave the field“blank™.
e Do not use periods in this box.

Street: The core name of street where the excavation will take place (e.g. Michigan, Madison,
Main, etc.)

e Do not use periods in this box.

The program accepts the following examples when the street name is an interstate, county road,
state road or United States highway (the underscore “_” represents a space):

Example: Interstate, using “I” _applicable #, as 14.

Example: County Road using Co Rd _applicable #, as Co Rd 60.
Example: State Road using SR applicable #, as SR 5.

Example: United State Highway using US _ applicable #, as US 1792.

Type: Further identifies your street name. Do not use any period in this box.

e The acceptable abbreviations for street type are:

Boulevard.................. Blvd Point.............ooooiiiil. Pt

Circle......cooooiiiiiinnn Cir Road.........ccoovviii. Rd
Court......coovvvviiiiiiinnnnn, Ct Route.............oooininn. Rte
Drive........coooeiiiiiii Dr Street.....coovvvvviviiinn. St

Lane.............oooeieeeie.l. Ln Terrace..................... Ter
Parkway........... Pkwy or Pky Trail.........oonl. Trl
Place........coovviiiiiiin. Pl Right of Way......... R/O/W

Dir Suffix: The Directional Suffix box asks for the directional designations N, S, E, W, NW,
SW, NE, SE that follow the core street name and street type. Do not use periods in this box.

e If'there is no Dir Suffix, leave “blank” in the box. (i.e. Enter “S” if you are working at Main
St. S).

Near Street/Cross Street

This will help you determine whether the system selected the correct area on the map.
Note: Dir Prefix, Near Street Name, Type and Dir Suffix are the same as above.
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Mear Street
Dt Prefic Near Street: Trrpe: Diir Suftfh

(alll  =|COUNTY LINE |RD [aly =

Within % mile Select Yes or No as to whether or not the nearest crossing street is within1/4
Mile from the dig site.

City Name is the name of the city the dig site is in or nearest to.

Within City: If the dig site is within city limits check “Yes”. If the dig site is outside the city
limits, check “No”.

*C iy W thin Citsy:

| = [ -]

Locate Where This box asks for details that specifically describe the area where excavation is
going to take place.

¢ You may select one of the choices from the drop down box if one accurately describes your
work site.

¢ You may manually enter the description of your excavation. Examples of adequate
descriptions for the “Locate Where” large box include the following:

1. Locate the N side of the property at 11 Plantation Rd.
Locate the entire intersection of Plantation Rd and US 1792 going 1501t in each
direction.

3. Locate both sides of Plantation Rd starting at US 1792 going E to the intersection of
Buena Vista Dr.

4. At a point approximately 1700 ft N of Plantation Rd, locate both sides and shoulders,
easements and R/O/W of US 1792 continuing N for 500 ft.

*Locate Where: | j

K3

Now you are ready to conduct a search to see if the system recognizes your street information.

Click Search at the bottom of the screen.



*Locate Where: | j
#*%THIZ I3 FOR TEST PURPOIEZ ONLY - PLEAZE DISEREGARD***

K/

Search Presious Contitiue | Cancel |

After clicking Search, one of the following results will happen:
First Result

The system recognizes all of the street information entered and returns from search without
trouble indicators (red boxes around specific fields). If there are no issues, then click on

Continue |

Second Result

The system does not recognize all of the street information entered. When this happens the
system returns from the search with a red box drawn around one or more of the entries. This
indicates that something does not match the data recorded for that area.

Address: DirPrefie: *Btreet: Type: Diir Baffi:
1040 1all) - ||lsierra dr (all) -

When this happens, follow the steps below:

Search Prewvious Caontinue | Cancel |

I Continue even ff my information does not match database or
check this box to use streets that are not a 100% match.
* required tterms

& Best Match © Close Speling ¢ Adjacent Places © Ezact Match 0

%0 Match State County Flace Eange mtreet
70 IH TOHHSON FLEASANT 400- 4599 SIEREA CIF. Llze Steet |
1. Scroll to the bottom of the screen and view the search results.

Compare the results to what you have typed and then verify to validate the entry.

Click on the Use Street button next to the entry that best applies to where you are

digging.

4. Click on the Search button to input change.

5. If the system recognizes and accepts the corrected entry, it will then move to the next
area highlighted in red (if there are any). If so, repeat steps one through four.

6. If the system does not return results that match the entries you have typed in, you may opt

to continue even if your information does not match.

9
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In the example above, the street choices do not match the address. In this case, check
the box next to “Continue even if my information does not match database or check
this box to use streets that are not a 100% match.

Search | Presious | Continue | Cancel |

I Contimue even if my mformation dees not match database or
check this box to use streets that are not a 100%0 match.
* required ttems

7. Click on the M button and take steps to manually search and find the correct dig
site.

If the system does not recognize your address line and continues to outline your address
information with a red box or the selections do not match your address, you can follow the next
four steps.

8. Place your cursor over the box that says, “Continue even if my information does not

match the database” and click on it to place a check mark in the box. Then click on
Cantinue

10



First Result

SITE INFO MAP

STEP 4 of 6

If you received the “first result”, you should be at the map, with your dig site displayed. The
area gridded in a light blue crisscross pattern shows the computer’s selection of your excavation

site.

If you received the “second result”, then review the following steps:

1.

This will bring you to the map. If the system did not recognize your address, or the cross
street, you may see that the entire township has been selected by the system.

Do not send your ticket with the entire township gridded. There are several mapping
tools available to help you search and pinpoint your excavation site.

If you are not sure if the address is correct, or that the ticket has been correctly gridded,
look at the map. If you change the offset and footprint, IRTH changes the grid site. You
can customize how your map looks by selecting and deselecting items on the left-hand
side of the map.

Note: Please see Working With The Map instructions to learn how to use the mapping tools:

Motice Creation Step 4 (of 6): Site Info Map
Fresious | Continue | Cancel |Heln

MK OO dhs X

OSSN » k 7& & |

x| &2
TR

T I T T

+

<7 Major Foads

= Points of [nterest
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Golf Courze
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RR MilePost
School
Shopping Center
Train Station

= |nterstates

<2 Minar Highways

<7 Bamps

F

=
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______________
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At this point you can use the mapping tools to redraw your area.

If this is accurate, simply click on the M‘ button.

Notice Creation Step 4 (of 6): Site Info Map
Frewious | Continue | Cancel |H‘E1E

JoXN » [ Z|4& & HX |2
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MANDATORY QUESTIONS

Step 5 of 6

The start date lets you know when all lines should be marked by. For example, this ticket was
entered on Thursday, April 3. The legal start date, which allows for 2 full working days would
be 4/8/2003 at 7:00 am.

Notice Creation Step 5 (of 6): Mandatory (Juestions

*Start Date: | 04/08/2003 =] [7 =]-[oo =] [am =]
Diue Date: [2003/04/08 07.00.00 Ticket Stats: |Complete

Will there be any explosives or blasting?

Will there be the use of dynamite or other blasting material? Answer Yes or No.

Wil there be any explostves of blasting? *I 'I

Will there be any boring?

e Ifyou will be boring, select Yes.
e [fyou will not be boring, select No.

If there is boring to be done, where will it be done?

If you answered Yes to the above question, then you must answer this question. Boring is a
trenchless excavation where a hole is drilled horizontally underneath the earth’s surface. (This
does not mean soil borings). Enter where boring will occur, (e.g. boring under driveway, boring
under street, boring under sidewalk, etc.).

Will there be any boring? *I *I
Ifthere 15 boring to be done, where wil *I
it be done?

How long will it take to complete the job?

Enter the amount of time needed to complete the work. e.g. 2 days, 2 weeks, 1 month, etc.

How long will it takee to complete the *I
job?

13



How deep is the contractor digging?

The approximate depth to which you will be excavating. (i.e. 2 ft, 15 in, 20 ft, etc.)

How deep 15 the contractor digoing? |

What type of work will the contractor be doing?

Specific reason for the excavation (i.e. installation of a sewer line, installing fence, etc.).

What type of worls will the contractor
be domng?

*|

Ticket Header information:

Ticket header information appears at the top of your complete ticket. Use this area to draw the
locator’s attention to anything that is important regarding your excavation site. Please keep you
comments as brief as possible to avoid errors upon receipt in some systems.

Ticlet Header Information:

Remarks:

If you have additional information about your excavation site, enter that information here.
Examples of remarks information include driving directions, access restrictions at the excavation
site (i.e. locked gates, guard dog on property), and safety precautions.

Please enter any remarks that you may have concerning this Ticket.

test -]

[

Al items maried with a * are required gusstions.

Frewious | Continue | Cancel |

* reguired item

After completing step 5 of 6, click on __=Z2MME

14



NOTICE CREATION CONFIRMATION

STEP 6 of 6
At this point you can review your ticket and make necessary changes.

Notice Creation Confirmation, this screen is the last opportunity to change any of your
excavation site request information.

1. Making Changes: If you wish to change any information, click on the Edit button next to
the appropriate category below. After making changes, you will need to click continue on

each following screen until you reach this confirmation screen.

2. Submitting Ticket: If everything is accurate, you are ready to send the ticket. Click on
Send Notice.

3. Canceling Ticket: To cancel your ticket, click on Cancel.

. . . Send Motice
If the ticket is complete and accurate, then click on
Notice Creation Confirmation =
Send Motice | Cancel |
Agent: anrl. oWEnNS CE— .
Type: Normal Notice Taken DateTime: 4/3/2003 08:21 P - ET

Hotice Status Complete Expires date time:(04/23/2003 05:00 PM - ET

Motify by:  Address Due by: 04/08/2003 07:00 AM - ET
Edit|1. Excavator Information
Trype: Contractor Wotk Done For AT
Company Name: TITPPS Field Contact: AR
Cafler Hame: AN OWERZ M abile:
fddress: 1040 SIEEFA DRIVE
GEEENWOOD, IV 46143
Phone: (31NER3-1400
Alt Phone:
Fax
ﬂll. Mandatory Questions
Will there be any explosives of blasting? Ho
Will thete be any boting? Ho

15




After you have sent the notice, the following screen will appear:

Create Ancther Ticket | Back to Irth Internet | Frinter Friendly Yersian |

I Send Email |

Enter Disclaimer Text Here!

« YOUR TICKET NUMRBER IS 0304030009.

NORMAL NOTICE
Ticket : 0304030009 Date: 00/ 0/4/3/ Time: :2: P Oper: ANN.OWENS Chan:000

State: IN Cnty: JOHNSON Twp: PLEASANT
Cityname: UNDEFINED Inside: N MNear: ¥
Subdivision:

Address @ 421

Ztreet : N EMERSICN AVE

Cross 1 : COUNTY LINE RD Within 1/4 mile: N

Location: ***THIZ IS FOR TEST PURPOIES ONLY - PLEASE DISREGARD*#*+*

Grids : 3937DE604L 3937CE604L 3937DE605D 3937CE605D

Work type : INSTALLING FENCE

Done for

S3tart date: 04/08/2003 Time: 07:00 Hours notice: 291612748 Priority: WNORH
Tg/Oh/Both: U EBlasting: N Boring: N BRailroad: N Emergency: N

-

Congratulations!

When you see the screen with “YOUR TICKET NUMBER IS....”, you have successfully
completed your ticket and it has been sent to those members with underground facilities near

your excavation site. From here, you can do any of the following:

1. Print you ticket — to print your ticket, click on the printer icon on your toolbar.

2. Create Another ticket — this allows you to begin creating another ticket without having
to login and enter your contact information. All previous dig site information is cleared

out of this ticket.

3. Return to main IRTH Internet menu — if you are done requesting tickets, click Back to
IRTH Internet.
4. Email a copy of the ticket — receive ticket confirmations by email by entering an email

address in the blank box next to Send Email. NOTE: this is a great way to keep records

of your tickets, without having to print and file.

Member List

The final item you will see is a list of members notified. At this point, members have two full
business days to respond to the request to locate (ticket). If you need a second notice sent, please
call 1-800-382-5544 and have your ticket ready for the Damage Prevention Specialists. Be sure

to state which members need the 2™ notice.

NOTE: IUPPS does not locate excavation sites. That is the responsibility of members or the

locating agencies they hire.

16




NOTICE MANAGER

Notice Manager can be used to wew and filter notices created by vour username. MNotices can

g~ be filtered and searched by date, ticket number, excavator and status. Motice Manager wall open
with a list of notices created today, and will be ltmted to a hist of 100 ttems. Permissions may allow
for a ticket to be edited wathin Notice Manager.

The Notice Manager can be used only to search and review tickets in history under user ID
number. Notice Manager will open with a list of notices created today and will be limited to a
list of 100 items.

You can use Notice Manager to search for tickets — even when you don’t know the ticket
number. Only those tickets that are less than 90 days old can be searched for using ITE.

1. If you do not know the ticket number, you will need to search for the ticket using the
parameters: Excavator, Work Type, Status, County, Place, Street and Create Date from and
to boxes. It is not a requirement to complete all information that appears on the screen,
however, it is important to enter as much as you can to ensure an accurate search. Then click
on Get Notice.

NOTE: You can search up to a seven-day period using the Create Date From and To
fields. (i.e. From 4/19/02 to 04/26/02.)

2. If you know the ticket number, enter it in the box to the right of Ticket ID. Then click on Get
Notice.

3. After clicking Get Notice, a screen with your ticket information will be displayed at the
bottom. It is possible that several tickets will be pulled due to the search parameters.

Determine which ticket is the correct ticket.

4. Now at this time you can only REVIEW the ticket.

17



Search Criteria

Notice Manager Search Option(s)
Excavator Wotk Type Status
Coutity Place Street

Create Date From |04 407 x|/ 2003 =] 7o 04 =]q07 =|q2003 =]

Get Motice List

W Dizplay All Tickets for my Company.
(It not checked, only display tickets I created onhne )

Excavator — Name of your company.

Work Type — Type of work being done (e.g. installing fence, etc.).
Status — Complete, Void, Suspend

County — Name of specific county.

Place - Name of a specific township.

Street — Name of a specific street.

See example below:

Notice Manager Search Option(s)

Excavator Wotk Type Status
| | | Complete j
Couty Flace Street
|han|:|:u:k ||:enter |praﬁ

Get Motice List

Create Date From |04 =107 =|q{2003 =] 1o [04 2|07 =|q2003 =]

¥ Display All Tickets for my Company.
(It not checked, only display tickets T created online )

2 items) found.

] ] gt Recent Version
Ticket ID

Ditiginal Versiomn) [ *® Sing
Priority

ntermediate Version

Options

Address

J2OFRATT

# Create Date Yersion

@ 750 .
1 Q40772003 1407:52:240 0304070016 0o CENTER 4 Text | Retnatk | Extension
329 PRATT .
@ RS
2 040772003 13:52:55:077 0304070012 aa CENTER 4 Text | Rematlk | Fatension

18



Legend

¢ *® Single Hotice)

The red dot indicates that this is the only version available on a previously submitted ticket.

E-‘I'U'Inst Fecent Version E= ntermediate ‘ifersiu:una (vDriﬁ;inal Versiom)

If a ticket is revised for any reason, then a red triangle will appear next to the ticket number.
The original version of the ticket will have blue/upside down triangle next to it. If there were
other revisions between the Original Version, and the Most Recent Version, they will appear
as Intermediate Versions.

] nst Recent Version ntermediate Version Oiriginal Version) ( ® Jingle Notice

Create Date Ticket I Yersion Address
bt wom  TOOOB0  Chelieene ¢ D
e Daasss  OUOBD Givpecene 40 I
3@ e 0304070051 00 it 4 Text
e ™ miasey MOS0 Gpeonne ¢ I
e saan MOS0 Grrpeonne ¢ I
hoeoned G leaisn  CMOOB0 Clpeonn 4 Iat
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Notice Manager

Notice Manager Search Option(s)

Excawator Wotk Type Status

| | | [

C oty Flace Street

| | |
Create Date From |D4 jd 07 jd 2|:||:|3j Ta |E|4 jd o7 jd ZDDEj Get Motice List

W' Display All Tickets for my Company.
{If not checked, only display tickets I created online.)

4 item(s) found.

529 PRATT .
L] .LA.or,

1 04/07/2003 13:52:55077 0304070012 00 BT T Flmee| Br i,

301 N HIGH .

& By

7 04/07/2003 13:51:56:513 0304070011 00 L 4 o Flomers| Br e,

3 e 04/07/2003 13:46:22:577 0304070010 00 MAIN 4 o e | B e,

AL ADAMS
4 Rolsted Hotices  D4/07/2003 13:37-10:293 0304050012 01 WY alms g TR B,
Related Hotices <Tetlls PLEASANT

REMARK

When you need to have the utilities “return” to a digsite to “Remark” a site that was
previous marked, you would utilize the 22| ohtion. This would be used if the original
markings have been destroyed by excavation or bad weather or in conjunction with a Job
Extension.

As with the original request, 2 full workings days will be required for the utilities to come
back and remark the site.

The original ticket is not canceled, however, a new ticket will be created. This ticket will
reflect new start times, and allow for the 2 full workings days.

Note:

A ticket expires after 20 calendar days (not working days) from the original date it was called in.
For example, a ticket is called in on 3/01/03, it will expire 20 days later on 3/21/03. A Remark
can be called in at any time prior to the ticket expiring, and up to two full working days before it
expires. Using the example above that shows a ticket expiring on 3/21/03, you could not ask for
a Remark on this ticket on 3/22/03. The system will not let you do a Remark on an expired
ticket, you will have to create a new ticket.
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Creating a Remark Ticket:

1. Click on HEematk] apd the following screen will appear.
2. The header is automatically populated with Remark, and cannot be changed.
3. In the Comments field type in pertinent information regarding the request, and refer

to the previous ticket number. The following are some examples:

Per John : Needs all utilities to return and remark due to weather. Previous ticket
number 0304070012.

Needs only SBC to return and remark due to excavation. Previous ticket number
0304070012.

4. After you have typed in your comments, click on the Remark Ticket button. If you
want to cancel the remark, then click on the Cancel Remark button.

Remark Ticket 0304070030

Header Text:
Remark ﬂ

[
Work Start: |04 ]/ 08 =] 2003 =
Comments:
Needs all utilities to return and remark due to weather. ;I
Frewvious ticket number 030407001Z2.
[

Femark Ticket Cancel Remark

A copy of the text version of the revised ticket will be displayed.
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‘WorleStart Time 040972003 02:00 P
Esprration Time 04/27/2003 05:00 P
Eestalee Time 04/03/2003 05:00 FML

NORMAL NOTICE REMARE

Ticket : 0304070016 Date: 04/07/2003 Time: 14:36 Oper: CONMNIE.GEIGER Chan:000
Qld Tkt: 0304070016 Taken: 04/07/2003 Time: 14:36 Oper: connie.geiger Rew: 014

State: IN Cnty: HANCOCE Twp: CENTER
Cityhname: GREENFIELD Inside: N Near: ¥
Zubdivi=sion:

Addresz @ 329

Itreet : PRATT 3T

Cross 1 @ LINCOLN 3T Within 1/4 mile: I

Location: **+THIS I3 FOR TEST PURPOSES ONLY - PLEASE DISREGARD**¥%

Grids : 3947D5545B 3947C5545E 3947055454 3947C55454

Work type : INSTALALLING FENCE

Done for

Start date: 04/09/2003 Time: 14:00 Hours notice: 47747 Priority: NORM
Uy Oh/Both: T EBlasting: N Boring: N Railroad: N Emergency: N
Duration : TES3T Depth: TEIT

Company : IUFPPS Type: CONT
Co addr : 1040 3IERERL DRIVE

City : GREENWOOD State: IN Zip: 46140
Caller : COMNNIE Phone: (317)893-1400
EestTime:

Fax T [333)333-3333

Email : UNDEFINED

Femarks : PLEAZE HAVE ALL UTILITIES

Job Extension

Tickets expire after 20 calendar days (not working days) from the original date it was called in.
For example, a ticket is called in on 3/01/03, it will expire 20 days later on 3/21/03. A Job
Extension should be called in at least two full working days prior to the ticket expiring. Using
the example above that shows a ticket expiring on 3/21/03, you could not extend the ticket on
3/22/03. The system will not let you do a Job Extension on an expired ticket, you will have to
create a new ticket.

As with any Normal ticket, the utilities need two full working days to locate the facilities.
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Creating a Job Extension

1.

Click on E2208100 40 the following screen will appear.

Extend Ticket 03040700438

Header Text:
Job Extension ﬂ

=
Work Start: |04 x4 08 =4 2003 =]
_ ommments:
B
=
Extend Ticket Cancel Extend

The start date indicates that the work cannot start until a certain date to allow for the
two full working days.

The header is automatically populated with Job Extension, and cannot be changed.

In the Comments field, type in pertinent information regarding the request, and refer
to the previous ticket number. The following are some examples:

Per John : Needs all utilities to return and remark dig site. Previous ticket number
0304070012.

Needs only SBC to return and remark dig site. Previous ticket number 0304070012.

After you have typed in your comments, click on the Extend Ticket button. If you
want to cancel the job extension, then click on the Cancel Extend button.

A text version of the new ticket will be displayed.
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WorkcStart Tine 04/0%/2003 05:15 FIM
Ezprration Time 04/2772003 05:00 P
Eestake Tane 040372003 05:00 FRL

MORMAL MOTICE JOE EXTENSION

Ticket : 0304070045 Date: 040772003 Time: 15:37 Oper: CCONMNIE.GEIGEER Chan:000
0ld Tkt: 0304070048 Taken: 04/07/2003 Tiwe: 18:33 Oper: connie.geiger Rew: 054

State: IN Cnty: WIGD Twp: OTTER CREEEK
Cityvname: ROIEDALE Inside: I Near: T

Subdivision:
Address
Strreat « GRINMT 0VF
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